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HE ;-y::wm - 73t am m'ﬂ 3 shinn dew-\l_giw’d by thc Marqund Ccmmity
f";f‘n» SIS RET .r~qrxw Bvaluation Cgmmittev is the result >f countless
"zzi.:' ':" n:;h«.'».fz;h. :'.tud:.'. ..md disrrussim:.

ﬁ‘?:f.‘ pr";.‘w ;s:.:fxt".~.'.3.f§ dc~ﬂ"cicbed in réépemse tc ar expiiéit nead tc pmvide
rffd~n£vy, adminlotrators, and state agency personuul with - .echnique which
il qivuvusz ly warning siagns when @ program is Lnetfective, and which
wil. rrovide stop-rypstep methodalugy for discovering where, in the
Lo proaram, recblems oNlst.

ol ia.n\ Some may feave wlshed for 1 set of %:riteria J‘x.' stantards against
x' 4 Prodtoam miqnt be ﬂvaluaved. the Committee has established anly a
system f eviiuatione Or nria and stdndams must be est;ablished by |
am:*t Lity uc-‘{li«g;«'- to £It t.}w eénvi’rorment in ‘which the proqram exist}.;.

The basie :‘”nz. t hes -évalu:xt:lmn_ Systém _Selffstudy design is a model |

dev- i owed vy Faicolm Frovurs ind described in Educational Evaluation: News

Roloun, Tow I-k~s's':.=.‘L‘S':sé Sixﬁy-nigfxt Yearbaok of the Nitional Soc:iéty for

o dtaly o BEdumation, Part Il

CHAIRMA!
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T ed ey S0 b.&ivf-}sl- RIRTUSTHT It i::"‘SPé‘ l ied in :.L. “)O-J?'v, ﬂto
S AT Lo Ameredme s er R, Every i: .).#‘uc’t‘\r. ciepzrtmnt --hair-
LBty de o ;:rv;:i.:‘--mt'. i tru;;m---'o_ 50:‘--1{:: Cauranceg, on the che hnnd.‘, thut. thé
et :-{ doproeam o iloing the mL.’s; n oof the éuliege, ..‘xnd, on the ut.hér,‘
ol o ways f 0 lmprove the proarime The ;n:rposé wf this manual i,s to
| ;lx/ i;- floge Dnterosted an ~viliaating cormunity college programs with a system,
Wil vt Troee Doawtd, will opresult in o cet of recommerdations to the president.
T ey b s et E . Saree oo ae‘\f‘x"._'x.nl' v ois lnead rolleae i,:‘n'-“,'ivf.---
ESLTY 'rs rraree o selfesvalustion by citinens, students, d!}dl
AN I8 ‘;-:e-.-r‘;'. '.--.:;él Tonserted with proqrdms. The evaluition system developed
omeurity \','wllq-._z«- Curesr l’n!qram Evaluation Cemi.ttee and
ot ied ot Ml .t_‘.ix‘c‘té;.;wci; L.c’.x:‘;nsk_-.»n r‘m involvemert of the lacal
Tnrtiegtiin,  The a .:rmift.:\n:- x‘n‘:éﬂnrxii'c?s that the col leae s regponsible for
Imprioment Doy proas m‘ clangese The ultimate purpose of evaluation is pragram
e wenvent which impdles change.  Change 1s extremely difficult to bring
TERNTL AN CRR t»r*.tx(?:'x’?.lf‘t:.-il fnctitution unless those afferted by, and rés;mnsi_ble
Tore odum Dol oproarams are poers :n.xll); involved in the process of discovering
Tl et tres chonnges abd deslaning the imy~rnveﬁésxts. Otherwise, req:%rd-
per a5 B e st v ormall ;:néh improvements might be, such proposals are
olinedy .:'.xzrc;~e.-\i.
Phee neesd i ratlonie tor career prioqram evaluat.lon is therefore

STLannttorward: o evie s lon must provide a4 vehicle for the systematic

Seenmes s dmpe oo b b ppeer e and 1 S come ¢ Tmen ot d s,
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Starewlide Muster jlae f Cormgn by O leaged b Muyiand,  The siteratute

co"nt:xiz‘uz mJuy Moded oy dabde oo, ;.2 HiSe MM ocodnres atud i,:x.;ﬂi'tlmt'.':zt..'it2=.~:.’
~ a8 to how program avaliation <8 uld be K jx:duc{gi. 'y every schwma there :
‘”is éﬁ&ther which claims to = vor what the fiis{‘wnﬁ mﬁ;ind. fh; véry
m\xmng of the word “evluatlon® o in d‘):‘f‘;rm.c: SUme say 1t in accowunt.ae
Ablii‘{ﬁy. cthers z;;ay it"is ;sex‘fotxmﬁce’ fve'st'im‘. For some 1t 1s an ~pp§rtu:;it§r
tar endless ublective writing, while for others 1t in a chanes m exerc lse
PERT, FPBS, MBO, or various ~ther planning and managemernt cysiems. The
trouble with evaluation the;ury is that there Is too much of L. Fven a
cursory glance at the whele of it makes cme d3 Sy owith t*w sheer mgnitudp
of competing recipes: from the writing of performsnce obiectives on the
minute level to thn phrasing of a4 broad philosophy, f:r.m clas snwﬁ ‘test
items on small increments nf kmwiedqe and skills to the mass spectrum of
changes in attitutwe and behdvic:r. |

‘To the already difficult question of "What should be done .in the ares
- of evaluation?"” an equally difficult cne must he a&ded - "Who shall do it?w,
' Some people advcecte that it be done by ®outside nxpert s¥ for they fear
ineptress and blas, if not ocutright dishonesty. woutd be inevitable with
any seif-evaluation. Others insist tnat evaluation can whily be done Ly
insiders because inst“utions know best their own needs and programs, and
are more likely to install imprevements on the basis of selfedis scovered
recomrendations,

In an effort to find pliusible answers to these agifficult questions,
o committee was appeinted jointly in December of 1971 by the State Board
for Community Colleges, nd the Divisicn of Vocational-Technical Kducation

of the Maryland State Depuriment <t Educiatirone Thic Commit tee wis charaed
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EETRORE SO M e oyvetem hafd 1Tesr ol ot reont bake s H FRT N f’f
S ‘;‘:"‘-:r;m: AeCive s and rrdoritleg, g cheald alee complement and
o x;"‘-”‘ 's‘. RS S S w :‘ 1$"71'."‘25“>~“ clwi'&?{zdﬂix--:f s‘ié:.-'if}r.".“.‘ The ev.z‘lu:'xt':ive pm*er - “ o
e fodd mene é:wv;ir yz\mpf.tmviﬁq}k £+ the fnégi inéfituticn'fﬁf |

iy impr ovement and fodahining.®

(hia docamoent 10 the result of the Committoe's extensive research

st st less hedres ot dallberationges It coentains plans, procedures,

et weramestation du ‘r‘zﬂ Pl < rm thit, it implementéq,‘ weuld ‘reéult

Evs. SRR -.s‘-ig- <-v.ﬁ:.z.:x*..,':-‘.‘;'. SY St e ‘?‘f.e-‘ccmi rtee wishea .ts: stress that this
e T BNVCLTea OB To FRIMACY tur coe of ;x‘\:ld‘;ﬂg evalation

;;lin LJiren ard may be used by the local cellege in part or in its entlxﬁety

a0 evad lredloates.
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HAFTER 1
. PROGRAM EVALUATION

rhe Conmunity Collede career Program Evaluation Committee has ope:ated
q*th the tellet thdt sel‘-wvaluation by the coilege is preferable to

Vthprnal eV¢1uatinr. Further, pericdic and ccntinunus self-evaluaticn

‘?“‘vsh~u1d pr:vide “cllege fa;ulty dnd udmlnistrgtors with objective, factual

Cintormetion soncerning how well the programhfunctions in relation to the
vneed, =t the ;ommunity and the obijectives of the program. Likewise, when
proklom ALEAS ire identified the cailega personnel should be able to deal
immediately with those factors which are preventing the program from
operatiig at 1ts optimum.: Evaluation results in the suspension, modifica-
ticn. cont?nuation, or termlnation of a p:ogram.

‘The_pésigiﬁn.éf the égmmittég;g LhatZg;ogram evaluat#on is thg_
'prhée;$ ot comparing the curfént'stééué of a‘prbgram wifh a étaﬁdard.
Surh vumparlbnn hinges on the devenopment of ’pecific object criterie
and 1icrurate descriptive data. Sc long as the discrepancy between the
standard and the actusl Is within acceptable 1imits there is no need for
‘a comprehensive self-studye. Howsver, when neceséary, the indepth self-
study must be conducted in o systematic wéy 17 program modification is
to be the result. Thus, it ir proposed that career pfogram evaluation
be conducted in Maryland's community colleges on two levels:

level I  Ongoing, systematic collection and analysis of

evaluative data and information related to the
stated objectives of the program.

Teewe:l 11 Indepth colleqge self-study »f a program in which
there ls a seriuvus dlscrepancy Letween the stated
oblectives and the actual performance. This
process is conducted by an evaluation team in

five phi-es,.
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teqhu'whun.?;ccq:qm IS SR S deVPLQ+d; At Hﬂﬂftiﬁ?thurxﬂlQQv hmﬂ_
Stite Clearly the blestives of the frearam in termo Qf enrol lment ,
compeletions, slacements op 4b entry. ecquisition of didi;idndi skilla,

‘ s.il.uieé anti‘:ip.n.éd by “_u.'ai‘x.t_tes',' ar;\i CuSto, (sév Apgxﬁzdiy. A - SHKC 'P:‘*uqrém -
Pr§§ns§1 Manuél.) Each year da£a are gdtherodvhy the college, and
ropvrted, In part; to the State Roard tor Csmmuhity Cexlleges, and the
Division of Vucatimn§l~fvchnic¢l Bducation. Cdmparison bxfhv program
ope:@tinq data with the ob?eﬁtives is‘fhe first level of ové!uation.
Fbr‘ekample; stated proqr&m obiectives or standards shoﬁ}d bo_caréfu}ly
comparéd-with compiled‘data té détermine3lf:

Ae Pfo}écted enrollmeﬁt has méterialized,
‘Ba. - Fto}écﬁed~qompletioné have materializeds’
Ca Cpmp}e;ions have been employed in the field uf training.

D. Early leavers with marketéble skills are employed in the
field of training.

E. Anticipated salaries have materialized,
Fe Program costs are within the projected range.
Ga Frojected qualified faculty are employed.

He Use has been made of local nonecollege facilities and
equipmerit whern available and appropriate,.

I. Program has received documented, favorable response from
business, government, or industry.

So long as the difference or discrepancy between the actual and the
standard is within acceptable limits, the evaluation process need progress

nc further since the obvinus decision would be to continue the program,




A imiepﬂ recltestudy T (*(pwx ixv ard canmot be ‘ustified when all

frdicat e o1 oa pruc:qm‘are 53tlsfactcrya"'

e an uﬁahcnptuﬂie diserepﬁngy axists between the actual pragramf-
arud ti, ﬂtsndszd., the evaiudtion mny reqult in the (1) mndificatxon of «

oM phase of fhe 9znqr¢m ar Stdndutds, and repeating the evaluation

B pxgtvgs, (“) the suspension ot the program, of (3) the termination of
e Ptograme  For exumple, 1f secretaries report thdt.employers are
: tquxrfnq machine trdnscriptian rather than shcrfhand, the evaluator
‘JQmayrvcnmmsnd that shorthand be made éptional. A second exaﬁpie might
“fr wWhera @0 pcrvent of djfd procesginq graduates are expected to be
: placed In nbs. The data shnws that 30 percent are going on to a four-
. Yédr.CC’lE§P The evaluator may recommend that the standard for job
”piuLementd he reduced to 70 percent. Possibly during the first year of |

S a prmqrim‘" opﬂgatinn. if, with dpperridte publicity and artlculation,

enrcllment dres not materiali:e, a program may be terminated. A flow

_chart of *he evaluation system is found on the fnllowing page.

Because the data are generated and. organized at the .college, the
initial review or analysis must occur there. Early warning signs or
prnhlems bhould be reCng1~ed by the college personnel. The decision
to conduct a level II evaluation may be made before the State agencies
receive the annual reports. However, it is possible that déta analysis

and program monitoring at the State level may reveal trends or discre~

‘pancies not obvious to the college personnel. In such cases consulta-

tion may either satisfy the concerns of the State personnel or may

ez o Tevel 11 evaluation to be initiated by the college president

or chief campus administrator.
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L e e ‘-;@;;.g ulle-;é pf;;;.;;;m;i 'm;, | ﬁ ":;g;mg} o
m fv:?if 1.'it.}; ar rﬁn: Ai.“ :msz a:'i'x; - nnpurmq Ltm data with t.h'_ st:ated .
'py~u{;m‘nh?u$f1ve;. Stnff‘peraunnel at‘the state leVel sheUld cansult'
n’ 1“51«:}".‘.-. LG ‘:Miuia whwwver they are’ concemed about the .:ize
Qz~*ﬁe;}ixcrcﬁ§nciué. | »

Lewel 11 deif -Study

. -

fere TH of the evaluat! n system z!'ﬁ’i;zl;d ho“ szit;I.}{Ledv when [evel ‘.I

dat ;...I;Li.ii&‘.'(.ll.v .-i‘ néé.d. L‘uﬁ. mun. éompxéheim,ive :.\Ludy. Lui lege f aculty and
:12‘6!1”1.;?'!‘1*.\'1'.“-; may be 5 *r‘f'vznvd Jhmxt the opesatioh of a particular
proaram on tiheedr cambus. (This concern may be shared by staff members

¢ e Division ot Vecationai-Technical Educatiion, or the State Board

tor O mnunity Collegese) Once the need to conduct a self-study is deter-
wite! by the <ol Ivgv staff, the State Buard for Community Colleges, or
the bivisien -t Vocat lonasl«Technicsl Eduéatinn, a request for such a
ctiady shatl o bo torwarded to the college president. The self-study team
t e Lormexd hy‘ the college president should include at least (1) one
student onre lled 1o the prrgram or recently graduated, (2) one member of
the community who ompluy_ graduates of the program, e.g., member of the
v i sory wmrmtwc, (3) taculty members from the program, (4) administra-
tor{s) responsible for career pr:';qfexms, and (%) possibly a staff nleﬂ)er

i the I)ivlsi«.m of Vmcatic’inle-'I‘échnical Education.
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| In fhe Wb?n:t1vm phaqe; Phé”m .sinﬁ -f the cc'1$ge,'{hc nééds of thc“

c&mmunsty, dhd th“ qrsls of Lhe "uuﬁzf 31# Cuﬁédred Ln fhﬂ.p ated ob%ec~' 

‘tive zf the cdzeer pr)gzuﬁ.' Tnere must be hd:mnny in thls Are. if t:o‘

"‘iprogram is to he successfal.' A prquam whigh hds ;s'x s :b;extive tm L

'gr&duate students for dhigh no Oba oxist 1h‘§u9 gommuu?*y cunnﬁf be )udged

:» jas‘adequate., Likewise, if pxogram ob?ectives dm nnt.reflect the !atest

L trends in the field, e.g;. machine transcrxptxon vz. sharthand, and stu.

f;dents are graduated with QbSOlete sk1114, chdnges must hp made.

: ﬂPrpg;am Process Phase

The second phase to be evaluated is the instructional process, ur
_what happens between the time the Student enters the pmé;ram and leaves

as a graduate. Determination must be made as to whether or not the instruc-
tioral précess supports ‘the pragram ob;egtives. fiat}k;lhyirhinq exéériéﬁcés
result in the types of behavior or wkills set ocut in the program objectives?
Questions regarding lecture vs. 1aboratory, thecry vs. hands-~on experLane,
etc,, are dealt with in thLa phaae.

Program Installation Phase

Fhase three consists of the physical aspects uf the program. The
evaluation ‘brocess asks the queafion. Arc the staff, students, fucilitiés,
equipment, and materials adequate to achieve the stated objectives? Students
‘trained on nbsolete‘equipﬁent may find thémselves at a disadvantage in the

job market,

-4
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1t ‘ffl-'il‘mﬂ'}V}'x:?f‘t!-"f"“:’?;'l.f.:'.'»;'.?“v“".“” U S R P PR SRS S PSP A
The P s riquires an ag tL} tucational outcomes of
ihe ;:} ha , tatm.;t re q Hres un agreement on the educational outcome

the ‘;.x-. gz-.m wi smt;tuu ‘ihe colleqe mubt undorstand cledzly what: lt '

&nészdér. its "prﬂduct.“‘ Prngrdm prnpnsals inéicate the number of graduates,<“~¥

umpletions, and placements. If these indicat:ors are not adequate, the
-anilnge muet glear}y apecify whdt uhe outcome of the program will be.

Crer uf thw first warning signs of an inadequate programkwill pmcbebly be :
EETA the area of product. | |

Irogxam Costnsenefit Phase

'*he moqt prin;tive phase cf evaluatlon ef career prcg:ams ie that
. vf eont . henefits.— Progress is being made in terms of the cost of indiVi-
Jdl.progranuawithin and among Lﬁlleges‘ huwever, little is known about

tha benefxt to the cummunity in general and to the student in particular.

o -The host~benefxt phase is simply directed toward measuring program costs

in relation te benefits received.

In the five phases identified above, the team will study the program
cand make recommendations to. the president for the cantinuation, mndificaticn,
suspension, or termlnatiun of the pPrograme

The balahce of this document describes how the self-study team wili
operate in order to sfstematically evaluate a program. This process
- should lead to well—documented recommendations which deal with the identi-
fied problems. The recommendations will be in terms of program modification,-

c¢ontinuation, suspension;"or termination.



CHAPTER IT

CRGANITIS 'mr o *"my _'r&:im {LEVEL i)

C o

| There is uuth:xg mystexmgus about organi“lﬂg for the evaluation
_ or A career program."ﬁewever. sxn~c this may be the tirst txme
, mcmbers uf the team,have served in such a capacity¢ thie sectlun of

_“his propos al has baen derigned to assist ths team to crgawi"e their -

L approuch. Certain uteps to ronsider will be discusaed briefly, in

'"'addztion to the ro}ﬂ he se}f-study team 1is to play. Whethct a single -
program or a c}uster of programs is evaluated, the approach wili iunda-
men*ally be the same.. The qeed for tharough planninq uf the evdluation
'13 extremely importdnt. Much of rhe success with the venture‘ la lack

of it will depend on how carefully the entire process 5« thouqht out by

the team in advance. Be prepared to analyze the program under considera-

tion in terms of what exists compaxed to realistic ohjectives. This

~will inqplve the analysis of available data and probably an on~-site vxsit.
Organizatiunal _jgﬂgi |

| The follqwing steps.fbr‘Organizing the team effort are presented

as a guide: ,

-1e Xf a chairman has not alréady béen'appéinted. thé teamts first
action should bé to do so. The chairman must be knewledgeable in the
-philosophy and operation of community college career programs in goneral,
and, ‘in particular, with the program being evaluated.

2. Appoint a‘perménent recorder to bhe responsible for réccrding

the team's work. The college should furnish secretarial assistance.
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&}‘&ﬂﬁgthhfﬁmdﬂnﬁﬁxéﬁﬁwkhmﬁﬁm wﬂh:&»ﬁhmﬁ,hgﬁaﬁﬁw;'
ih ‘.’?. »’c‘.:“wx‘»."t ;: i.f.m V( xrrn m wck‘lftuﬁtz :"\t.‘oqr.‘xiﬁﬂ‘ev;ﬂuat.;.o“::;“y N |
 ‘&' ﬁA§ :hu‘ggam bggrmgs ;:vslved ir'itu dalihnrut1ons, que tiOAb‘p‘
:miw 1:1 S *:1;46::11::(3 th« ir\te:‘dtd use c-f t‘n‘is .docuant'. If so, contdc.t
‘Ew.’ nvw‘mn of \c' 1*i«»:‘al-’1‘ecnmcai ,‘:.c“ration, the Dxfice of Program
Admxwiftratjnn, th« Jtate Bppartment ef Jducatjnn, or the Office nf |
| ;xdvmxx ;rfgramg ci the State Board tor Community Cclleges.
'; Uuinq this mﬁnual 45 a gujde, the team Gheuldz
de Cunxtxuct a sequentzal outline of tasks to he performed
b Iétahllsh 5 tentatlve aqenda or timetat ‘e for aCfemplishing
the tedm'c work. ) |
Ce ‘Agree on date, time, arnd place for the next meeting hefore
each meeting adiourns.
e The :aréer pregram administrétar should furnish the fclléﬂihg
‘proqram informations | |
| e The approved program proposal: describing the program
ke ing evaludﬁed.
be- Student-faculty enrnlimeht data. "Tﬁese aré cdmplled for
“each rammunity celleqo in the Studentthculty Data System
>peratod hy thc State Department of Education.
Ceo Prngram completion and plduement data.
de Fdilow~up data. These are compiled by edch institution.
7; Set up a filing system for the team's work.
2. A ccmplated sequential outline cf tasks to be performed by
‘the team shéuld include Lhe followings
1e A description of the proqram or program cluster to

be evaluated.



f>{  ﬂﬁ*%q;4.$Vv€¥;\f_t§xn !gﬂéjgdﬁi"‘gvtﬂ\lQFxﬂﬂ 6ii§§£er'f\»‘iw'
e@.'&iuxt‘e‘d.h |
c; Agreement a; to how the evafuation w#il be ‘xnduvied
“ by the team. | | | |
'd‘.‘v The »rgdniz‘.aticmal .:tructure nf the ﬂvmmunity g.ullege,.
its philoSophy dﬂd mission, and, in particular, an
understanding of the organizational structure and
"""" ‘mission ~f career p:ograms in the conege. : |
»:é. The. chairman wxl; establish a schedule with the president .or
| Lhieflcampus administrator, for the team to ccndu:t xts on-site review.‘
| ->io;h Hollcwing the on-szte review, the evaantion feport should be
}:writﬁen. The team.may wish to design a fbrmat for the report with each
-member filling in appropriate detail.‘ A copy of each sectimn shauld be
given to the chairman whose task is to integrate them inte a single team
report. The entire team should ritique the report until agreement is
| reached that the repnrt accurately reflects the team's anervations and |
recommendations. |
| 11, After the team has ccmpleted its report the chairman should
raquest a meeting with the president or chief campus adminiatrator, and
his top administrative staff to present the findinqs and te discu55 its
recommendatiens. Thiu ster is extremely important and completes the
team's work.
A 5elf-study team is appointéd py thé p:esident,of campus dean
when‘he is convinced that srerious prnblemé éxist as irdicated by the

data‘generated frcm the program. The purpose of the self-study is to




?{lﬂfﬂﬁ‘.r«=,:§d:§4k; rocﬁﬁﬁwf&ufiufs whfcﬁ‘Wiff éuli fs;'
e"s-»i:x{'ér «1 ~- S‘f:'”(‘.i‘i-:.‘*“ ;t“r, \:L A;Li ~n., "*‘ru;mn,m.n;ﬂ ~p ‘Lermin xtim‘* (B33
;4ﬁihw:;iﬁgrkm, Awr rt;:n tuk;h hy the iuthtut;un whirh mudifxes, cuuti-
hQQQ{‘f§§pgdq%,_fg Lerminatus a prog;dm. JHd the rationdlt for such a
| dcciﬂf‘n,":xail io fﬁrwarued o the State Board for CQmmunity Celleg@s.'

;’I“xe« SL ato Bn.md { or Cumunity Colleges wi?l notify the appropriate

V%Lutv \‘qwu.}, ol mua.h decialcns. ‘
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CHARE TaSVALUAT IO U CROGRAN . IR IROT TV (*"w i

ihace _I‘_C;\:,:siSf’.;’,__z,{:.v,\\xli@u"i P d é%{-‘glu‘it‘imz .:u,tn; «;{1,.?‘ Ifuxt-i'i'«.?‘"'
pz"« wWram o lnect véu, e;-v‘;,fu.xf. é'l*zr:; ‘\!:‘ld‘ Aty .sddltihbr‘x:: ,jd«.‘l"(*f:in‘::;.'-'. “b mod | ! e
‘;c;st_i‘:-n:s de»»nm reces s;ry by Hxle- tes km. |
‘[‘hé 'succ«.sxs of this; atd the falmx mq ph INes ot Hm ea‘v:miti
i _sy.*t':tm, wih depe:\i o .m\s f'ie‘sr!y H;o taam 15 gitle to ldeut Hy ‘xrcm.
where exis Hng pxs qt ms v xw 11tk w}mt th teum r‘on.ddwm tn tuz t 0
n mccupatioml :mrﬁ. Only whwx N discre;unry I.s (‘lf‘di iy recoant 'zbh' - Jn
‘an argument for c}xdnge be sqppnrted‘

Program uiww'tim., wi“’ﬁt.[lb”" what .students wilt be dmw for dn a1 A
reault of cumpletinq a purtirulssr ks#xn, unit, course, o ;,r‘ ﬁxriz;l <ﬁ
iﬁstmctlcm at a qiven ins tifuﬂm. krm:mm obgmtm bl m@ :—.,f‘ml; shend
on the basls of community ne*@du, lubor market {.rend..', and student dem md
Oh;et*?ives should be cons i*‘tent x.‘..h the ;.1 Plogophy ot the col ivc.-c;;.e-, atad
should specify exaétly wm{ heeds Lo b I.#—-arned. Obiectives are used
te design and te evaluute the pre qmm of ine truc:t,i"m.

Sp«“c:iﬁc career prom:\xm abm ~t1vw; 1;1'cituié:

de  The coppetence the student will disphy.

e The ri@;u*e .'{r Teved 8 preficiency 1t whish #lu.

| ;ﬁuﬁm:t vl ;‘\r:‘rt 1M

Ce  Ther Codit] ns ureler wﬁ‘wh Phee Ltudent wil: pertorm.

de T‘w ‘.‘iﬁ?ﬂ neassded by thre student to by fog ot
declred pert aminee,

ea  The methd by whish the .‘;‘f..")ti*"?.f'.':l Pt t Ormanee r .

be moeasurede



CBESTOOPY MAMLABLE | et Ty
To el ge bt e s o simpeon dﬂsired Raovledae, attitudes,
mad il Lo b deve ' gund ?\x; he ;:Ludehts.' .;pm ifig pmqrum r*b*ér'* i\mq )
coooamon ke Lo on t*he:tc-‘ t»wr“ jVLe’ JM alio be in m:nmny wu‘ﬁ thg stated
Pl maphy Lowd omicsion of the "ntlegé

TR ST ) bxistiggrggvgrum qﬂjecti?es

e

;hw £ qm =Lnu1d pxsniqa prmgrzm objocrive‘ made ﬂvailable to it hy
wtué Aznuz nerfxm ddnznistra“or. if the obieetived meet the prcgram
:churgftefistxcs dosrribed ahOVﬂ ani, as a mxnimum, mﬁet the requi:emEnts
fig ?nﬁ‘nﬁiry; ‘hﬁ team de grogued to Phu e II = Bv;lu;tion of the -
Iﬂilhiﬂ# }f7;;$;; If, however. thu objective V&FL XQPVJng in speczticity
ék viiddi ty. the team should recommend a working set af prug:am 0h§ect1ves
§ »_t¢ ‘f usad in the pvaluatimu pr“rasa. The team shauld not get hogqed down
iﬁ the“wxitln( cf toe many obi nctives in a too technically-wa:ded fashion.
i§'1~ "rﬁrerabiﬁ to write a dozen gond objectives which can be pruperly
‘.ev:thtéd, rather than spend a great deal of time in endless and tedious
'v\nu:zugniun «f an entire handbonk of obiectxves. Developiﬁg specifié
chimctives must be done in col;ahoration With persons directly involved
‘in the prngrnm, particula:iy the nean of Career Prugrana. ﬁheﬁ obfectives

age rloar?y dﬂfined the team can then proceed to Phase II.



mmﬂ A\lﬁlmst.ﬁ o APUER 1V

PHASE °1 - ifx?}‘}.‘: 'fz‘w: o T_;‘né' ;‘:mk:ATmm;, 'pkéu:ass‘ im\mx; It)

‘ In éimw- 1, ob k‘g tivw E\fn Mt‘zrn, the t«-nﬁ im. 9ut4§.1i=hod Exogx
ob;octives. Jufh prugrzm ﬂﬂ,@Cth&S toxm the oasi for spu\.f{c :our e
"“nbje;txves, expreu ed in terms of expecfed stvdoht gnmpetengicﬂ. Earh
,CQurqe nhjecLiVL ahnuld be uppurted b\ ledrnan activitﬁes fdr tﬁ; .‘
student. fyplual rcsouzcé ’ater1a1~, such as rpurge‘outl Lres  and syllabx,f 
should be ‘made 3vailab1e by tﬁ; uollcge 80 th4t the thm can iurm a clear: h
picture of the total instructional prozess of the proqram beinﬁ nvaluatod.i

Since the tea;hiﬁg-learninq process must be qearcd to stated
obiectives, thought should be QlVPn tc the method of Ft:urfuring the
-objective-lea:ning uxperiencc confiquration. hiven the progxam objuutives
'.(Fhaae 1}, college resourue m¢teriais shouvld ideally include course or
“unxt objectives, outlines and syllabi, and the arigina] praqram praposal.

Usinq these materials, the team can deVLlop a th:ee-stago configuration

consisting of (1) progsam nb;ectives. (2) course objéctives, and (3)
learning expericences, .
The following is an example of these three levels using one prngsam
chective, one ccurse ubjevtive, -anet learning ﬁxperienceu taken from
an existing Executive crctarial programe.
A ggg Ubjectivgs
ls To enahle the student to undoerstand payrotl pronoduxep,
and to ldwntiSY and bo familliar with processing payroll on

'appronriate uff;ae machines.
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‘CmuA:mjmtnma

la ulV*‘ﬂ empl«:ayme“t data, s:zch as hourly ::ate, overtime, o
f-.ékia: ﬁecurity, and other w:thhclding ben;fitq, the student
wi}? e a!slc tu cumpute the weekly salary.
s The .atudent muat Lo able to idetxtity tems u:sed in
payrcll proc:eduze.,.

Mbo' gaal

¢ Related Ieamning Experiences
 %.1'Tak9 a ?ro-fesf §& détéruﬁhé“s;ﬂéent 1é§el 6f'a¢ﬁieveﬁén£;f
Yo hﬁview film strir that explaina payroll terms.
KM Practxce with learnlnq unit.
de  Observe a typical payroll operation. :
h.  Take rriterxan ‘teste |
Befﬁre \.valuaticn of the process can be initiated, the team must
consider whother or not the idontified leaming experiences are to be
‘qcynptvd as those necessary to enable the student to achieve the stated

proaram objectives This proc.edure is descri‘.md belowe

| course Objectives

| The team must ' compd Te a 1ist «:f the cnurse objectives from materials
provided by the olleqe, such as course outlines, course descriptions, etc.
the evaluation of thesu. ‘f31§joctiVes should be mado iﬁ terms of the .teams_'
czmi—urm;aridin_q f ovcupationai needs, student nrzeds, and institutional
Lap;bilities.

1€ 4ir tem aorecs that the stated conrse obeatives are sufficiont

"1”5. “



to enatle ‘mgf':t-:\n-#n t .-..-;;‘Ev'«.'ﬁ ‘v ;*mimm Y dct mined I’L& ;x M

objectives; as: statcd in Pha.cv:. it is 1eddy te move to the @xanination

of Learniug_ _Erienccs. Hawvnr, if the team dctemines that t‘xe
existing course ob,ectives are inadequxte and/or superfluous e the
achievement of the stated proaram obfective, the team should recommend
| all those pertjnent ccurse objectives that will enable the student to
achieve tbose prug:am object ves. mhis pzucedurc must he completed
~.'betcr6 further team actien is taken.r The xe%ult is a list of course ob-
'jectives for each program Obgective.
iearﬁiné éxggrienges' |

The team examines the learning cxper ences previously 1dentifiec for
. each of the course objectives tc determine whether they are sufficient to
fnenable the student to achieve the stated objectivns. If the team agrees .
that the stated learning experiences are sufficient to enable the student
“to achieve the course*obgeccives, it is ready to proceed to the application‘
of the prccess-rafihg scale. (See page 15). If, however, the'leaxnihge
eﬁperiences are inadequate and/or superfluous to the achievement of the
course objective, the team Qhould recommend all pertinent learning ex~
periences necessary tc enable the student to achieve the stated course ‘
objectives. It is preferable to list a few pertinent experiences than
to devise endless enumeration of minute tasks.

This btocedure must be ccmpleted before further team action is taken..
The result is a list of learning experiences for each course nbjective.

: Agglication of Process-Rating Scale
Having assessed the adequacy of the course objective and supporting



‘gad{aigs_ugpw::;n(oﬁi»;{~a&i ;}Qérxm obi: tKV’ thu ﬂﬂYf fask is to‘Lénsider ;
| thw‘"rnutéxf; ;r whxch thes nilearning experienceq operate. v1ewing each
”-HwYSU objm‘tiVe as # dﬂlt, ledrning experloncos must now be- considered in
liqht o1 kuvh tacturv as thuae cnntalned in ‘the Pracesa-Rating Scale which 
‘§ cxmpivted ;ﬁdividually by ecach mgmber of ‘the team. It may be necessary

” tﬁ dather additzona} "on~site" informatlon in order to complete the scale.

i3

L fwe toam shmuld cmnsider such possiblc sources of informatian as intezvieus

i”wit‘ atudeant; and ins Lruutors. dﬁd the examination of ‘the records of ine
'rfru*tSrs and institutionq. The infnrmation hnuld R analyzed and discussed;‘
“”he team should arrive at a cénsrvvu ratinn for eagh desiqgnated group of

;oarntng o#ﬁegieﬁces. Where the team has de*ermined that deficiencies

exist, r@commendations should be made to correct the situation.
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CARBER PROGRAM EVALUATION SYS‘IEM :

Pmcess-Ratigg‘ g Scéie |

i

. panasqao” 3o :

saabestq

o 1 2 3 a4 s§5°°

1. There are sufficient and relevant leammg experiences ggoooooog
dirccted to the leammg of theory and principle. | o e e

2. "'here are sufficient and relevant learning. experiences’ o ) O DD .
L directed te the leaming of kncwledge and skills. . - D coe D

- 3. Leaming experiences are previded to enable students to . D D D DE] D :
~~ apply theory and principle to a variety of situatlons. R ‘

L d Leaming experiences provide ample . opportunity for the

application of knowledge and skills e.ge (hands-on D - D B D E] B :
experiences). ‘ o ‘ -
'~ 54 Fach learning experience is of sufficient durétion and - -
: intensity to allow for the assimilation of required ’ D D D D D D
information. | v L S
6. The learning experiences prbvided are of euffieient ' D D D D D D .

varlety to accommodate individual student differences.

7. The learning experiences are organized in . an appropriate..  pemy ' '
sequence to facilitate the learninq process. O00goOog

8. The means used to evaluabe student progress 1s adequate f
- ani releVant to the course objectives. D D D D D D ‘

T Students are e\ruluated and then told about their progress

in the learning experiences on a regular and frequent D D D D D D
basis. 4 V . ‘
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&HASF TII - EV&LUATION GP‘THE INSTALLATION (LBVEL II)

Inhphase rI, Frocess Evaluation, the learning activiticu were evaluated.
Phase III - Inetallatzon Evaluat;on will address itself to the program's
btaff, "tudents, facilities, equipment, and mate:iels. | “
The team should fucus its attention on the ccllege and the resources
as they relate to the program being evaluated. Example* Executive "
nSecretariel Program. A 1ist of the co;lege's educational space (lahoratory, e “
, e¥assroom, offices, student a tivity, Iibrary, storage, planning, audio-,
'szual, cllnicel and internship resources) will be necessary. When reviewingle
ehe iict, uhe team must determine if there is adequate space to house the -
* program in terms of program objectives. This list will then be used for
':Ccmparison with the- list of existing space and equipment for the Executive
"Secretarial Program. Is there cpace for needed equipment, such as type-
wr;;ers, tahles, office mechines, shorthand dictation equipment etc.,
to properly administer the instructional program as required by the
learnxng activities? .This‘comperison mekes up the-criterion fer the
installatien Rating Scale for the Executive Secretarial Program. The
" amount of space in laboratories, clessroems, storage roeﬁs, ete., is
~ determined by the student enrollment and the'kiné of proeram being
evaiuated.
~ The criteria established above and outlined en-the raﬁing sheet must
be revise& end‘agreed upon by the evaluation team. The evaluation team
“should analyze what should be at the college in the way of complete

installation and resources for an Executive Secretarial Program.



In mdkinq the evaluatinn, the team m&y determine that an onns‘te
review is necesszry. Usinq the ratling shaet, Lumpdriaon with the
griteria can then he made.- The ratinq criteria may be in three major

se"tian

- 1e icilxty - Establish space requirements in accordance with program._

Ae Site - size, accessibility,'deeirable lccation, and
: expansien capacity. |
S. Building - functional flexible, adaptable to change, .
| handicapped utilization, and space relaticnship design
for safety, estheL;cs, and security.
é. Space | | |
1. Instructional space - 1ahoratories, claasrooms, lecture
rooms, demonstration rooms, learning resources space,
student study space, conference rooms, faculty offices,
dressing réoms, apd cleanup space.
2. Auxiiiary space - restrooms, custodial closets, mechanical

: space, supply rooms, A.V. room, equipment and tool storaqe,

_.publication and :eprcducticn space, data prccessing space,

general offices, administrative offices, faculty lounges,
and student lounge.

3, Utilities end services to carry 55 the activities:
lighting (natural/artificial), electrical con&eniences,
'acoustics, ventilation, exhaust' drains,‘gas serviee;
water, air and vacuum capabilities, emerqency features
(shut-off switches, valves, showers, first aid), commu-
nication facilities (intercom, telephone, etc.), blacke
out facilities, chalkboard, tackbecard, display cases, and

security access doors.
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"iI, hguipmenf dnd Materials - Instructional equxpment and materials

axe pravided in )rder to dC<\mpliah the 1earnlng precess and meet the

p}xnned prmqrqm objectivea.

A.

",euiticient number of student work statlons, equipment appro-

B.

21

deboretory end clessroom equipment (Bu11t~in and EOVAble) -

priate fox learning activity end students, equipment repre~

°entative of that curtently used in industry and business,

‘variety of modern, up-to-date equipment provided (models,

brands, etc.), with a deflnite replacement program, equip- ~
ment maintenance conyeniently {commercially ox locally on~
site) administered, service and maintenance contracts
utilized, equipment arrenged in a manner conducive to -

leerning, with built-in safety and flexibility in movement

- {when necessary).

Instructional materials and supplies - textboeks, reference

books, technical menuals, instructional guides, charts,.

' 'manuals utilized and appropriate for the level of instruc- -

tion, instructional media available and used to enrich and
individualize the learning procese, appropriate instruc~
tional.supplies (claesreom and laberetory§ and materials
provided and used, epprepriate hand tools, meaeuring, and
testing devices provided in sufficient quantities and
used, and methods of procuxement of materials and supplies

for purchases unique to the instructional program.

ITT. Faculty - Instructional and support staff is provided to aCEOm-

plish the Iearning process and ﬁhereby meet the program ob}eetives.



LD & .

‘A;‘ Inbtructlonal faculty pocsecs necessary étofessional and
'uccupdtinnal QUdllll atinnc for ccrecr progrdms.‘
. ;i," ‘ ' 1‘, Frcfessionax educatinn to meet prcgram requirements.;
| |  5;“'0ccc§ationd1 experience 1n specialty area. o
té; .Possess ability in currlculum deveIOpment, instruction,
‘planning. etce |
3;, Admlnistrative end supetvisory personnel possess necessary‘
qualifications for positions in career programs.r
A‘i.4 Professional education.
2. Technical experience'xn'subefvisicn of.cccupatioﬁai
educction. |
3; Possess ability in planning career programs.
Ce ,Supportive Staff - Clerical and maintenance personnel for
career programs.
1. Adequaﬁe clerical personhéi with skills in'officé
proceduxes to supporct faculty and administrative staff.
.2; Adequate maintenance and custodial personnel.’
3. Adequate security personnel. o
4; Adequate counselors in occupational guidance; counseling -
~ to recruit, counsel, advise, place, and follow-up students
in career programs.
As in the previous phases, the team should ldentify where the existing
program differs from the ideal. Specifically, are there discrepancies
between what the team finds ﬁecessary for the maintenance of a quality

program and what actually exists?
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!R«.X:RN’I INbTAI;LATION RATING SCALL

: c*rzr'vv ro& A CAREER PRocRAM'te.g.»EXSCUTIvs SECRETARIAL)

Chosk List = Use scile »f 1 te' 5 in all check liéts.

UQARACTE§ISTSC | poor marginal ' average . goed  excellent not sbserved

. Vi“ lictiong  Ins tLuL%Lonal qpace uﬂd facilities are . how~and for tne foreueedble

tatire ade»quste to ~nable the program to achieve its program objectfves.

Jjeson

L X N )

LR X 2

LN

asee

asee

LR N

-
le

CCRITERIA o S . | | e

U*ilit ies such as water and electrizity, efc., are qdequatc and
wvallable at dppropriate lucations.

| La:serunms,~ aboratnries, ‘and othet instructional space are adequate

in size, location, arrangement, and acces sibility to provide for
safe, drderly, 3nd effertlve instruction.

AN arey h;elded from digtractiuns and adequatsly soundprocfed is
provided for Lnatruction.

The 1~~‘hlon of instructional areas eliminates undue interference
with or .rom onther school activities,

_‘Adequaga visual cuntral and. aupervision of all instructional areas
. iu r\‘) 3511‘19.

An adequately located, furnished, and equipped office area is Pro~
vided for instructers for planning, keeping records, and for. honsul-
taiion and administration.

Space and facilities are prnvided for storage of sfudents' work,
instructional supplies, and movable equipment.

Instructional areas are clean, orderly, attractive, and maintained
ir: accordance with good secretarial practice. :

Sfordqe space, malntenance areas, restrooms, oifices and qungea
are 1dﬁquate for the number of students, staff and visitors using
the 4 lXILlf‘ 5'
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. MARYLAND COMMUNITY COLIEGE: .

' CARFER FROGRAM EVALUATION ‘SYSTEM

INSTALLATiQN‘RATING‘SCALE

~BQUIFMENT-AND SUPPLIES

. FOR A CAREER PROGRAM (e.g. EXECUTIVE SECRETARIAL}

 CHARACTERISTIC

‘.gVaX““ti°“‘ ;Supﬁlies and equipment are adequate to achieve stated ébjectives
| of the program. = ¢ are adequate to achie | _

CRITERIA

roee 1-]

L XY X 2Q

;5;na 3-

‘dede 4.

L X N J SO

esee 6.

(X & X J 7'

;t.' 80

‘Seating-and work stations in classes are suffiéienfvin‘numbet'té\maet}“f;_
‘needs of the largest class. There is a satisfactory ratio of students -

to work stations.

The laboratories are adequately equipped for all phases of the occupa~

~ tion for which the training is being given.

Supplies, mathines,_and eﬁuipment are of the grade‘aﬁd»type currently
used in the occupation for which instruction is being given; if simu~
lation is used, it is comparable with occupational requirements.

The type,. variety, and quantity of machines and equipment are such
that basic, as well as current manipulative skills needed for employ~

ment, can be eacily demonstrated and practiced.

- Equipment storaqé and stockroom sfstemsAapproximate‘those used in

the occupation taught, and provide for systematic and orderly
storage, dispensing, maintenance, replacement and inver;to:y control,

- Adequate p:oéision is made for securing emergehcy fepaifs, aquipment,

and supplies.

Students are iﬁforﬁed, prior to enrollment, of all supplies they
are required to purchase, where such supplies may be obtained, and
how much they cost,

Except as noted in number 7 above, all supplies necessary for

-Instruction are provided for students.
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‘Ahbhh | ROGRAM EVALUATION S¥s LBM'

IﬁSTALLﬁTION RAT;UQ SCALE‘

EERTIR Y

FACUITY A STAFF OF A FROGRAM fe.qe HXECUTIVE SECRETAR.AL)

2 zAK%C“hRiﬁP

Y ﬁ*gd::m'- Phe qtatf ia adequate to fulf 11 objectives and carry out axl
e dead Dwctionise ,

{‘ITFRTA
eees te Fasitisns in the in@titut&on have heen &d@ﬁtifiEd and estab1¢shed )
| in light of functions needed te carry out the institutien's career

nr‘,)ardm. '

Ze Adequate pe.dcnnel are Pmpluyed : enable the institution to carcy
ut rrhussary 1unctiun“ in ccnnection with career prchamb includinq-

“dews 3. BPublic ;%1atlons and public irtormation

sesn e Student recruit.nent .

eeee "o Placemenc and follow~up

seee de Guidaunce and counseling
‘eses  ©o Research and surveys as to pOPJIdtion and labor market needs
eveee e Occupational analyses

snee 0« (woordination of community resources including cooperative wnrk

a _ study pesltions . :
ssne ~ he Evaluation

coes i. Tnstitutionalfprogram/course planning: determining and stating o

'ah ective” '

eeee 3. Staffing patterns and staff functions (position description) are
' ' known and understood by members of the institution.

esce 4o fstabriﬁhed poqitions are filled promptly.
eese 5. FEach Instructor has an equitable teaching load and schedule.

esss fe Reledse ttme available for personnel to develop and coordinate
Programe

7. The number of instructional and supportiﬁe staff is adequate when
the following are taken into account:

asee ¢ tumber of students enrolled
enece be Frequency of adﬂﬂ.sss.ons
cvee ce Total teaching and non~instructional responsibilities

>f the faculty (such as: committee work, curriculum
develcpment, meetings, cooperative workestudy etc.}
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10.

11,

12.
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de ,'Iypc of pmqk: am, :
© €s  Nature of instrud t;nn <Iqhuraturyfclus roamfwnrk-ﬂtudyi

feo Number of work stdtions -
9. Methods and materials used in instruction ‘

- he Number and locdtion of private and pnpixc facliities where

, students recéive practical training
i.; Natuxe of the student body

"”taff memberb are qualified and competent for the rESansibilities o

of the pasitions they hold; they: '

| a.‘ Conform to- the competency standa:ds set by the appropriate

~ occupational sdvisory committee.
b. Have an appropriate background of professienal pxeparation
"~ in career programs. L
c. Have had experience in the world of uurk.
d..  Have current 1iCense where required.

Inétructional and administrative staff:

Sa ‘Communicate effeCtively with employers, orqanized labor,
- and others in the community.
b. Are dedicated to the institution's career program
ObjeﬁtiVSSo
c. Show an awareness of- the needs of the community.
de. Exhibit a concern for the needs of individual students.
€. Accept current philosophy and practices in career education
as evidenced by providing training to include new and emer-
- ging occupations.
f. Maintain active membership in :elevant professianal organiza-
tions and attend professional meetings. :

'g} Participate in a continuing program of self~imprcvement.

Instxuctcrs, coordinators,and department chairmen have demonstrated

. competence in the. occupational or subject matter taught.

Instructors have personal characteristics which are conducive
to effective teaching amd which serve as models of those accepted
in the occupation taught. .

Instructors, coordinators, and supervisors are professionally
competent and able to:

a. Identify curriculum content.

b. Evaluate student progress continucusly.

€s Organize material into effective learning sequences.

de Utilize appropriate media and methods.

€. Organize and manage the learning situation effectively.

f. Work effectively with others (students, faculty,
administration, community).

g. Participate in establishing and implementing institution,
program, and curriculum goals.

he Assist students in their selection of occupatjonal goals,

i. Make and use studies of student and community needs.
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‘e Administrators

T aaes de  Are vapable (¢ prometing lnservice improvemert of instructors.

7 esse - e Are cofmpetent in analysing curriculum content, teclhinical
bepl e o .niurmdtxﬁn, and other sublect matter, ,
T T seee”’ T Ake capable of ‘preparing activities designed to improve -
j - wnatructional competenices - :
“eene de Are competent to assist instructional staff in the selection
o of facilities, equipment, and - instructional materials. :
~eses | f2a  Are cdpable of evaluating instruction and identifying strengths
. and limitations.

cece t. Understand the role and 1mport&nce of vocaticnalftechnical |
: educat.ion in economic :development and community growtha

. Instru;tors, cooxdinatnrs, and supervisors regularly contribute
to t%eir profes:iunal growth bys

eeve d. Attending relevznt 1nservice wcrkshops.
eses - te Returning to their cccupational-fields for upgrading
and re“resher toaining and experience. '
seee e Pursuit of relevant college courses in technical and
o - professicral areas.
“eses  de Attending regional and national contereaces.
snae €. Visiting business or office situaticns as well as ether
schoclse.
 eees fe Active narticipation in lccal business employee groups.

The ratiuq aheet indicateg the ideal in terms of building space that
pn sesses funrtxonal design and stxuctural featurcs that would enhance the
instruc txnnal prncess of the Executive Secretarial curriculum. Also, the

_xatiﬂx sheet. indi*ates spdce provisions for peonle (stuﬂen*, faculty, etc.)
‘;h, narticipafe in the prugram, as well as equipmsnt and support services
Lo maintain the prog::am. .

The criteria s to be used as a guide in evaluating the adequacy of

the tacilities for the support of the program of instruction. .
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EUAST IV - eVALUATION OF TIB PRODUCT (LEVEL T1)

ﬁuch discuss 1én'h353t3keﬁ‘§latn reqard‘ng thae "prnduct" ot communlty
CGlleges. Those—unfamlliar with ‘the purpose of these "cpen-dnnr“ institu=

tions often mistakenly consider only degrees granted' thus, twb-year ingti-

"H:‘tutions are many times cunfused wiLh fou:-year s*honls in ternw of product.

'Othe:s censider credit hours earned as the prmduct of the community college,'.
whiln still others see the college praducing whole per ons. All of these
may he valid in some context. chever, in this document, the product of
 the community ccllege 1z measured by the achievement of the specified objec=

tives of a prngram as stated in the program proposal. Thezefore, the fccus

7~”is on how the student is p:ngressing towa:d the acquisition of skills and

-knouiedge requirad for job placement, uhether or not he or she is placed,
'and how well he or she performs on the jobe.

To evaluate the product of career p:ograms at tha community collega,
it is necessary to have three measures: (1) student achievement, (2} job
~p1acement and follsw-up, and (3) employer rating. The Career Program »
Evaluation Team will be provided with reports by the Dean of Career
“.Programs which contain data for these three areas. The team will review
the reports and raise questions where the product of the pregfam apﬁeérs}
. to va#y.from that expecteq. These routine reporté may bave indicated
which particular program should.be evaluéted. The team should lock for -
trends and changes in the output of a prog:ah. These changes shogld.
if possible; be related to a change‘in one or more aspects of tbeiprogrém,

Discovering what worked is as important as finding out what did not work.
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létudwnt 4&hie?¥m¥ﬁ;_muy he-e;q‘uﬁte& iu torms of three lﬂd;CE
") gumuizt Vu q;:de p‘;ﬂt average in Lareer program ccurses (GPA in
”mufnr,. (’} oversi] cumy | agive qrsde pOint averdge, and (i} :uqram
“rr‘wt;.; Lixdex. Dacumentutian exists uhigh lndicates that a career-
orier fed ;tudxnt may perfcrm quite diffevently iv those program courses
KINTRE txtute his maor than he does in his requited g@neral education
L UE BSOS Phezefore, ¢t may be desirable fo report the two setq cf aca- ,‘
QQQSc ind;en*nrs. nce the qriade point. averagas for eauh student are
- ﬁ'ﬁfvd, the JVerqus tnr tba ;rugram can be Vamputﬁi.

?LQ thxrd index of qtudnnt arhlevement is the prngram cumpletion .
index (FCI) which is computed by dividing the number of p:ogram credit
hours accumul ated by the totdl occupationa’ cous se credits required for.
humpl@txon of a progrdm. For example, if 24 credit hours of special
;srvér COUrses are requibed ina secretarial program and the student
has completed four courses or twelVe'hours, the index would be 12/24
or «50s  An index of 1,00 would ihdi.cate completion of the oc:':upétional
porti&n of a ﬁfoggém‘ The data for each student could be cumbined
and ‘the index for the program computed. New programs and programs with
many parte time students would tend to have the lower PCI's.

These three indicatnrs'form the measure of student achiévément at
ého cmﬁhﬁnity.college. Compared ovér a péricd of gime they may reflect
1 _”angh in the student population, changes in instruction, grading poli-
tzes, tacilities, or changes in otner factors resultinq from the eleuaf
fi‘n. A specific index level hu“ Pittie vilue in uud of itseif. Dniy
when the college specifies a desirable standard does an indﬁx have

evaliuative usec.
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Placement and fbiibw-upl

The most 1mpvxta~t pers. 1 in tﬁe Maryianu comwunity colleges is the

' stude t.' What hsppens to a e't»..dem: while in the eollege on the 3ob, and

evenafter matriculation in other Lnstitutions, must be a primary concern_
to all whe are involved in the edu¢aticna1 process.'

_ gﬁe suchss of an ‘nstitution or prcgram can be measured by the

,‘success of iff,séﬁézgzs.' To determine the effectiveness of a proqram,~ SRR

there must he follow-up from the day the student leaves the institution

) until after he/she qains employment, transfers to annther institution, or .

-terminetes prior to<the normal completion of a program.‘ Follcwhup is a

highly desirable and necessary process, which enahles an institution tor

determine hcw effectively it is meeting the current and future needs of

) ”those students served.

In this sectien the evaluation team should direct its attention to

the follewing three arees of program evaluation

Student Placement: “The evaluation team shoulq 'look at what personnel,

informetioa, and services are eveilable Lo the students. Each year the

" Division of Vbcational-Techrical Education reqnests the following place-

~ ment information using a Student Placement forms

.15. thber'of students eompleting the}preéram
Ze Number of students who left prior to normal completion of the program
C. Number of students whose status is unknown
b. Nember'cf students not aveilable fcr placement

'~ £o Mumber of students continuing their education

F. IMumber of students available for placement
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Ge .Nm'nber of. students employed full-time in a related field

: H..‘ Number ot studente unemployed

T mmher of st:udents employ‘ed in field unmlated to their
program of study

‘I’he answers to the questions above will supply the necessary input

for the evaluat.ton team 1n t:heir analysis of the placement function in

thc institution. (see appendix A) For example, a program in mecutive

Secretarial Studies prodtmad 20 ccxmlet:ians and 4 st.xdents who left the‘

program pric: to nonnal completion. A pmfile of these 24 students

e

be

d.
e.

f.

h.

i.

-~ starting the program and comring ‘them to the nine pla::ement areas may-

‘ ‘-a-ppear‘ as fqllows:

EXECUTIVE SECRETARY PLACEMENT REPORT

COmpletiQnS c.‘.oo0000.00.;,-0qg¢fqo...&Qq;?OcyQQQ’QQGQO,I 23”.

Left prior tQ norml cmletion. .‘.l“........‘....‘....... 4

Status unkncwn o;;;;;oo;-;Q‘.eoooicoooooooﬁooooaﬂcecho‘.c ’ 1
Number ﬂpt available for placemeﬂt ocyio;ooogi;.ooi‘i;tovi 3  T

Number COﬂtiHﬂlﬂg educatian 0.;.0'.‘;..&6061..0’&."0000.0 3

Number available for piacement ®tevecrseddsrnnssicssvannans 17

Mumber employed full-time related seceeececscescecresecess 14
Number unempl&yed .;....‘......‘............'................ 1
Number employed unrelated teesensssssrnvssosnsroncsasnnnsns 1
From the above information several questions may be asked

1. m\y did four students leave prior to normal completion and

" what happened to them?

o
L

What happened to the one student we list as “status unknown?“

3. In what way are the three students co'ntinixing their”education? ‘
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4. We have 14 students emplcyed in & pregmm-related job. 1
Where are they employed? o
5. why is one student unemployed? ; S
. 5. why is one qtudent employed in a job unnelated to his program? _
In answering t:hese questions the- evaluation team should take an indepth

look at the placement function cf the institution to mke recmndaticns

” for its continuation, wmvement, or termination. &xch xecomendations B
i ‘will be the evaluation of the placement function of the institution,

‘ vis-a-»vis the program being evaluated.
_Foll g : AU

Plecing students in a joh is only one indicator cf a prograxn's success.

mether or not the student completing the program stays on the }eh once

placed or enjoys a pmmotion, are also indicators of sw:cess. 'I'hus,

: per.odic follow-up survey is necessaxy and extreaely 1mpo.rtant. Generally,
~ the Ii::st survey is cenducted four months aftex: completnm, usuany in

Ot:teher, following qz:aduation in J\me -This survey consists of a simle

| questicmmim which asks ir the fonner students are working full-time or
. part-time on a pmgram-related job, the name and address' of his/her ez‘upl'oyer,“

whether or not he/she is in school full-time or part-time, in the mhitary,
or Iooklng fox a job (see appendix o). Salax:y is usually esked ‘for at
this time. The information collected on this survey is reported to the
Division of Vocational-Technical Education. ‘A low pmportion of employed |

- students at this time may reflect on the program and may su@est that
- further im'estigation of the reasons why the graduates are memployed is

' necessary.  This study may produce recommendations for program modifica-

tions,



d. Nmsber continuing educ:ation cesmsecacsenssassascscosesancitoe
: e. quber available fcr employment tevatavecasrartcecanscaanacan
1. 'munber employed fuII-time related S
*g; | Number: menployed.....................'...................n.

‘ tlt N\‘mber e‘“ployed unrelated -od.d.co«oo.ooo-..-oo-oo.oooo-.o.oo

533f

'I‘he fol’.w-up repurt f“or the secretarial program may appear as follows:
EXEC%?I’IVE SECRETARY PROGRAM FQLLOW-UP REFORT

d- Completions oeccoecqo.caoceecooerfoe-tocuoaQee..qﬁec-qee.-pze‘

b, .Status unknown (Did not.return questionnairE) #ecencecnvsoese 5-1u--~ -

’Cc Numher not available fOr employmEﬂt s-..-ooo.u.ounoo-eucunni 3-

»'o N W e

i. ,Median salary in full-time related emloyment cosasssae SS 750

- me the above infoma{.ion a number of questions may be asked.

1. How can the status unknown categoxy be reduced or why
was no response obteined from ene-fourth of the graduates?

2e Was the goal of one—fifth of the group to continue their
educéatien, or did they contlnue due to being unable to
secure adequate employment? |

3. my has the number of employed graduates dropped by one-half

since initial placement four months ago'z

Leng-xange follow-up is conducted two years after cowmletion and

indicates how well t:he former students think the program prepared himf

her for the job. The total program should be rated by the student in

tems of deficiencies and strong points. Feedback from the student .
should be the basis for revising the program. Various courses ard

course sequences can be rated in terms of his/her college experience

-(see Appendix .

The long-range folld\é-up will preduce the following reports
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HI o zxﬁcu11va SECRBTARY PROCRAM
’}nng—Range Foltow-up Report

| ‘,‘Cléséluf 1970
a, Cémpiéﬁion.s DT P PR A SRRSO "4
b.. Status .ut‘lkn.oﬁn -..-.."s.";'.;.'a;‘..;.';.v“..'.'v.....'..‘..*.'."‘;.','.;.”..ﬂ.ﬂ._'
c.' : Number not available for employment .....“......u'.....

d. Numbet Wiiﬁ continﬂed edmtion 1.0.QCCI~OOOQCQ‘((Ql‘ll“-

’ e. N‘Nber mloyed full"tiﬂe related -cceocooc-oqauno-oooc

- -

f. Nuaber aployed fun-tiue unrelated....................
L 3. | uedian salary 1n fun-:me related enploynent ......‘ $8 631
Che Rating of total see:ecariai prograu

1 23 & sA- 6 7 ,
. Inadequate .. | R Adequate
B ‘_:‘l. | Ra:ins of typtns it;s_tmetibn
: -3 2 F SR | 5 64\ 7 .
Inadaquate Adequate
3. Rating of office practicec

I 1 2 3 4 54A 6 7
| Inadequate ' Adequate

From this information the evaluatior team may raise qﬁu:m such as:
- 1. Why are only six of the or:l.gﬁlal twventy graduates still w‘ork‘im;?
2. Do the grada#tea feel the program adequatély prepared :ﬁﬁ for
their job? .
Emp nlozer Rating of Studeuts
Job entry skills should he most obvions to the uployer. 'rhe image a
couege enjoys within the bus:tnm cmunny depends on the uper:lenee
employers have had with the school's fomer students. Persom who hire )
: and snpewise students are in a unique posit:ion to judge the adequaey of
‘ the program in terms of Jobwentry skills acquired.
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7 At the time of the fuur-mon;h fo;low-up, 1: is posstble to ask each
| H!Uduﬂl tn provide the name and address of his[her superviscr with the

understanding :hat a ques:ionnaire will be sent seeking program evaluation

*

Rt 1nf9rm8t$0n. There»should be nothing clandestine about this :?Pect of .

_che evslua;ieu process.. The nessage must be conveyed that 1t is the
program and not the student thnf is being evaluated. See Appendix D
Eor saaple letter and questtonnaire for enployers.

"~ The aurvey of euployers should produce the following repnrt.ﬂl";

EXECUTIVE smmmm m‘mc REFORT .

. o R
: ?k%lls Raéed : »1 ngortangé of Sk§11 . .§§gig!e:»si¥g§fo:wa;;§»
_ Iy#iné , 5 -} l”f Lo 3- .=:2'~. _i
‘Shorthand 2 T 1 T T T
dfffce NAhﬁgemeﬁt ‘3‘ - 2 -i‘ 11 3 1
Telephone ERE T T
Filing 3 | 3 T &*f 11 +
 Promptness 7 ST 7T T
Attitude 6 A1 2
E - Essentiasl - VA - Very Adequat#‘
D - Desirable A - Adequate
U - Unneceaaary 1 ~ Inadequate

, ND ~ Not determined
Fron~the infotmation~£he followias‘questions night“be:raiged?
1. Is shorthaud necessary for all eaecutive secretaries?
2. Should more enphasis be placed on develpping telephone skills?
3. 1Is the standard for filing skill adequate? =~ = ‘
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- desaribed 1n t‘hree ways: (1: student achlévement, f‘?) placement and ) .
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‘he prcdmr ot Lnn c*omm.n.lty. col leqn mr._e:. pmt;mm m now- kmen

PN ey

f"u"w‘"p! a“d (3’ e‘*"‘I’lo‘:’?F rating. Tﬁe team m\xef assess th(a data
‘Wprovided in ea@.h of these iacets in terms of whatz the members detemim B
the progx:am should produce, and then nulce recom:endaticms to nithe:‘ con- o

'tinue, mdify, oz: temimte the program.

Beeause "product data" am ga.‘t:hema routinely. mgular reports may

psrovide indicators of. pcs.sible pmblem areas. . A c:hange i.n the number of

pletemnta or a drop in employer ratings may signal t‘.hat a change has
t:aken place within t!'xe pmgmm and suggest that an indepth review is

| ’;advisable. ngram persunnel must keep in mjnd that pmduct data are
s only 1ndicators of what the program may or may not be doinq and s!wuld |
not be confused with the actual product - the student.
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BILESE. v‘-,-..ﬁvﬁrmrs‘mw THE CuST mm (BVEL IX)

&my Cvdxuntlun bY«fem bhéuld include, as a- tinal phase, the reldtion-"";f~~

i' cu pmqnm cost and henefits pmduced. » iq :I., particularly 1mpo::tant: ;

1t a tzme when thc calleaes face limited financial support for. their'opera-' |

sg'L;ons. “The Lnformd+iun ccntained in this phase cannnt be immediately

' '%r nbldtﬁd intn a decxsion to either terminate cr continue a. ptcgram» ‘Rather,
_','~'the- infnmat:icm wul fcam an impert.ant ingredient in the decisianﬂhaker's »
B {thiuking hnfore a det;nite décision 1s made.

| In carrying out this final phase, the total cost of the program must

he detemmineﬁ. The institution shculd be ahle to provide data for the
following expendituxe areas:

A. Administration

8. Evaluation and planning

Le Professional development

D. Instructional program development

E. Contracted instructidn

?. Pubiic relations

G. Instructional personnel

He Ihstructional materials and supplies

1. mstmctimi.equipnmt

J. Guidance, placement, and follow-up

These expenditures should alsc be broken ouﬁ_by‘source of tevenuezl

tuition - local, State, and federal.



Upon rov.icwi.ng 9"“’“‘““‘“* d:*eas. the team tlw‘t: cnnsiders the hene‘fith RS
...:‘m,.fohtained. Sineo thc‘ wnrd Thenet it sugx}vsta a varie y of subjectiwa or- L

- abstract intarpretations, per!mps it would be mare accfurgte t:p say that;

A}..tthere are some L zdicatox:v of benefits t:hal; the team may cénslder. me -

N basic indlcator is that ‘of - enmument - i.e., t,he mmber of students m a R

'.',progzam. with this’ 1nformation the team can compare tntal costs with totai o
o 1number of enrnlled students. ‘A refinement of this indicator would be ta

Cﬂmider the number of credit hmu:s produced in the pmgrmn ox.- the nwnber of'

RN tctal faculty-student contact hom:s. Data from ¢omparable’ programs with:ln

the State»-drx from similar institutions in other states"méy be usefuls
Data obtained fmm the product phase should supply other ind.tcaturs.
They ares |
| 1. Student achievement
2. Placement and follow-up
3. Employer's rating
Other possible indicators that the team may wish to consider are:
1. I.ocal and State manpower needs telaﬁve to the pioqram.
2, Contribution to the quality of 1ife.
3. Comparison of entry-level salaries for students enrolled
in the program with persons ccmpleting high school mly.
Once the team reviews information on cost and batefit indicators, it
may wish to reexamine the process phase and/ar the 1nstallation phase for
possible program modification. Returning to these phases would be par-
ticularly indicated if a mcomnendation to terminate a progrmn is cmtempletedo
As with previous phases, the team should conclude its work witﬁ a

recommendation to either continue a8 program as is, continue with certain



e 1 T

m&digzéations, ar to buspﬁnd or terminate a program.‘ :*7

~ rhe thoughts and squgutions whlch have been pxesented in this final
‘fegtion mill certainly give neither the team.nor the institution a zeady-

_:made, decision-makinq formula. Houever, ‘it is hoped, that the application\‘
of cost benefit evaluation will ccmplete the overall evaluatian framework

‘squested in this document.l_,
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FCREWORD

The Maryland State Board for Community Colleges and the Division of Vocae
tional-Technical Education of the Maryland State Department of Education have
Jointly developed this Program Proposal Manual for the cammunity colleges in
Maryland, . The Marylend Commmnity College Program Development Council, camposed
of academic administrators of the cammmity colleges » Provided veluable guid-
ance in the development of the Manual, - - o

' The Manual is intended to:

'~ @ Provide guidance to.cmity colleges in prepa.rstiqh of new
Program proposals for presentation to local boards of trustees;

@ Identify elements and information needed by State aséncies in
the evaluation and review of the program proposals; .

@ Indicate the procedural steps and time schedule in the ap-
provel process,

Included in the Manual are a description of the proposal procedure and
process, the criteria for review of program proposals, a program proposal for-
- mat to be used in subtmitting proposals, the HEGIS Taxonomy, and the functional
. @ccount codes of the uniform accounting system used by the commnity colleges.

It is the intention of the State Board staff to revige this Manual in
February 1975, if necessary, after it has been used by the commmity colleges.
We believe that this Manual will provide a more efficient submission process,
allow for more effective proposal review, and finally provide a foundation for
subsequent program evaluation,

ﬂ C. 0'Camnell
Executive Director

Maryland State Board for Commmity Colleges

4=Th
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APPENDIX A

mmsmﬁmmcumncm
INSTITUTIONAL FROPOSAL FOR NEW FROGRAM

— College Date

mmﬁmﬁmmestm“smm_mtemmmte to the best of
ny kmowledge. The offering of the proposed program is consistent with the col-
lege's anmual and long-range plans. ,

Signed: _ R - |
o President T : Date
Enclosure: 5 copies
(For SBCC Use)
Reéaived'by:' ' - S ]
~ SBCC Hepresentative — Date
Progrem Proposal sent by the SBCC to the MCHE: '
| Date
 Program Proposal sent by the SBCC to the DVTE: |
. ~ Date
Program Proposal comments received from the MCHE:
“Date
Notification to the SBCC of the DVTE action:
| : Date
Program (endarsed) (pot endorsed) by the SBCC: _
. Date

" 3BCC Representative Date

- o D SPGB Gy o0 4B b At & ik pragp e prapgey proy -

The college will notify the State Board for Commmnity Colleges upan f£inal
local Board action on the program.

SAMPLE
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A-2
MARYLAND STATE BOARD FOR COMMUNITY COLLEGES
PROCRAM PROPUSAL®*
 College: - Submission Date:
. Program Title: HEGIS Code:
 Proposed Dmplementation Date: - USOE Code:

" A~ PROGRAM DESCRIPTION (Check ac mary s appropriate)
1. [J AA. Degree [] Transter [J option(s)
[ certificate [ occupatimal [T Revisiam

2. Write, as it would appear in the college catalog, a brief program
description giving perticular attention to the specific student -
caspetencies to be developed. State major objectives of the Pro=-
gran in clear, explicit terms that prospective students can use '

85 an accurate description of the program, (Give separate de-
scription for each option, ) | o

* If additional space is needed for reply to any item, please attach additional
sheets as necegsary.

SANPLE
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3. Are there any unique requirements {in addition to general college ad=-
mission requirements) that the student must meet for admission to this

‘ program?
_ E] N [] Yes 1If Yes, please list requirements.

4. 1Is a work emerieﬁce or field project a required part of this progran?

(] % [ Yes If Yes, please give details, or if experience is
- - organized as & course, refer to course description.

5. Can part of this progra.mbe completed by the student through admced }
o plaement, credit by examination, or prior experimee? .

[J vo [J Yes 1If Yes, please give details,

6. Can this program be pursued by part-time (day and evening) students?
[J Yes [[J ¥ If No, please explain.

T. Are program graduates required to meet certification or licensure re-
quirements prior to employment?

O wo [[] Yes 1f Yes, please give details.

SAMPLE



ot raerdn Wbl L U ccllere ferts the
Cootbe o mewential arranconent (Or oo ore

10, thew coparat Do tare all et

g te courne deserdrtion,  lry oo

s
" .
. .

S

8

rrogres, Title:

vas 10 o111 appear In colle-e catelcy )

HEGIS Cede: - SCE Codes

’ : Jtudent
- Course : : Credit Contact

TOTALG

NOTE: lefer to Muypl-rd Mratdar: oy TveeYear Cclleccr for iy d eeurse
work distritutien ant rencrald o dacut ion requirercnts,

o T LE
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. B - OBJECTIVES

1., List the specific program objectives that were used to develop the cur-
riculum for this program. Qpposite each objective list the course code
number for the course(s) that are appropriate to that objective. A

course can be listed more than once.

‘- Obiectives - SL‘ode Nc.z |

Appropriate Courses

- € - JUSTIFICATION OF PROGRAM

1. IList the job titles snd/or organizationel affiliation of the members who
- served on the program advisory camittee for this program. _

cdmittee

Program Advisory : ‘
Job Title anyor mﬂimtioml Affiliation

SAMNPLE
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2. Student Interest: Based ou your local survey of student interests,
enter estimated enrollments for the first five years of the progranm in
the table below. (NOTE: 3 part-time students = 1 full-time student. )

A Year

Bnrollments First “Second Third Fourth ~Fifth
Full-time

Part-time e

Fll-time 1
‘quivalents i " . | |

3. MNanpower Needs: Based on information awvailable to the Maryland State
Board for Commmity Colleges from various federal and State agencies, -
estimates of national and State manpower needs appropriate to the PIro=
posed program are tabled below. (Number of mew and replacement job

MWeg et |_Second J %urd | Mth st —]
Eational | SR D B | |
State

k, Based on information gathered by the cma_ge, college service ares em- -
- ployment opportunities related to the proposed program are entered
below., (Number of mew and replacement jJob openings per year.)

L

' 5. Give exsmples of job titles used locally to designate the jobs for
which above projections were made and enter projected salaries for
typical program graduate. '

'; Tapies of Joo Hiles N

SAMPLE




i Px;oaected Salary ‘ mgh - l low l Average l
Beginning

After 2 years experience
After S ;ea.rs experience

6. Estimate the number of certificates or'desrees awvarded from the program
for the first €ive years of the program and enter delow.

| Pro.jected | SR ‘ - Year _ .
{ . .Graduates _"ﬂﬂ I Secand ] Third ] Fourth ] "M Ith
A'A. Dgﬁree : : .

Certificate |
Other bench-

marks of
success®

% Please specify:

7. From information obteined from the State Board for Cammnity Colleges,
~ 8 listing of similar programs and their locaticn is tabled below. .

o " 30. .
" Current Graduates

ﬂeﬁg or éthér Source Prm‘ Title 1 Enrollment Annuﬂ

SAMPLE
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8. Please describe how the date cbtained sbout student interest and local
employment was obtained.

9. Describe efforts made to work out cooperative program arrangements with
any institution listed earlier as having similar programs. Please

- . deseribe any arrangements made aa well as reasons for lack of coopera-
tive arrangements.,

SAMPLE
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10, @ive evidence that the new program relates to the collége'a annual
and lomg-range plans developed for the DVTE and the SBCC.

D « ARTICULATION ,
1. List contacts made with (a) local secondary school systems, (b) post-
- secondary educational institutions, (c) licensing agencies, and (d)

other commmity agencies as appropriate to the new program for pure
poses of program articulstion and/or cooperative work study arrange-
-ments, Give details where firm commitments or contracts have been
made. In addition, describe what impact this program will have upon
the racial balance of similar pPrograms in other Maryland colleges
and universities.

SAMPLE
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2. 1Is this program intended to be a regional program?

(] §o [T Yes 1If Yes, describe geographic area to be served and
expected out-of-county/ocut-of-city enrollment.

E INPAGT Qv EKISTING COILEGE PRQGRAMS

1. will the new program, when mplanented, result in changed enrollments
in other pmsrams?

D No D Yes If Yes, pleasé give estimates of effects.

2. mn the new program, when inplenented, result 1n the temina.tion of
. other program(s)? - -

[[] o [[] Yes 1If Yes, please liut program(s).

- 3. Does the proposed program have a termination date?

J = [ Yes 1f Yes, Please indicate date.
SAMPLE



 a54a A-11

F - REQUIREMENTS FOR INPLEMENTATION

1. Estimate the lotal number of new perscmnel required for the first five
‘ years of the program in the table below. (lse decimal equivalents
when appropriate.) Attach job description(s) and qualification(s) for

each new positian{s).

Estimated Number of New :
Fersonnel Reiuired. - Year
{(Noncumulsative) First Secend Third Fourth Fifth

New Adminigtratars
New Faculg

New Staff

TOTALS

2. List and describe all special new equipﬁent needed to implement the
(Divide equipment to be purchased between operational and

capital budget items,)

3. In addition to the new persomnel tabled above, give evidence that exist-
Ang steff 1s adequate to provide continuing administrative and supey«
visory support of the program and that students have access to counsel~ -
ing services designed to provide career information, plamning, job -
Placement, and follow-up services.

h, ‘Will new or renovated facilities be required to implement the program?

[J %o [ Yes 1f Yes, please attach description of required
facilities.

SAMPLE
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G ~ COST ESTIMATES

1. Complete the tables below bLased on NEW REQUIREMFENTS listed in section
¥ and your most accurate estimate of cperational salaries and equip-
ment costs and capital equipment and facilities costs. (Enter amounts
in Runctional Codes that apply. ) -

Noncurulative Qperationél Costa

e —————t—

Year

irst

Second Third FOUr <L FiTeh

-

—

Tessmet

Egggpggnﬂ ‘
Personnel

7 “Equipment

TOTAIS:
{1) Personnel

-1{2) Equipment

Noncumulative Capital Costs

Jﬁf Year
. I F _Second T T

| (3) Facilities '

{{4) Equipment
Noncumulative Total Cost

GRARD TOTAL F Year -

of (1), (2) mtirst 1

(3); and (hs

above

2. Current college full-time equivalent student cost: §

- SAMPLE
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3. Are any non-State funds svailable to support the mew program from:
public or private sources?

] wo [] Yes 1If Yes, detail below,

Source

B - PROGRAM EVALUATION

Describe how the college will evaluate the sncceéa of the program in relation to
the stated objectives of the Program . '

SAMPLE
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APPERDIX B

~ STUDENT PLACEMEST QUESTIONEAIRE

e e ma s

C g




PR ot WEC Ry ant v e ‘3%: R ‘*. e,
9 ‘¢ R é . P - 3 . S
\U&\&‘v e p 4 ¢, ot e % . & "o P « .
-
S-'""‘r“ &“ ... .- -“'.“P" - :: 1‘

) . .._ li D ‘. . . X ] . .
N ot Nt imat n et nnr it Bt e e s aeeieTeett & WD JUBS pUs.S ZSANURNY SORIgS

ROCKVILLY, 845RYLAND 20030 £ (831) 202-2:20

GFFICE CF INSVITUTIONAL RESEARCY

3 mmm\um - PLACEMENT QUESTIONNAIRE - Kl

o o€ S
o - - o o\
PLEASE PLACE A CHECK VARK IN THE APPROPRIATE au.f\gwiiga\ﬁ IN DLTAILS
AS APFROPRIATE. gﬁ.@
| . AL
NAME | - §S2 2-10
(Pléase print) -
PERMANENT ‘fxbﬁm.’ss 311-40
turricuivs Studied at i - L _ | V.42
* FUTURE PLAYS - | | S
o D Transfer to a College or University . 43
| ) Name of Institution | _ 44-45
N Location _ _ o
- Hajor field of study ' - . 46-47
[Jrorx - 4
| Occupation - | a | ___33-50
Caployer _ .
County iad State 51 -
Expected Ueckly Salary before taxes _§2-54
Jmitary 55
Branch . _ . 56
D{‘sthes‘ 57
Explain ' §8-59
MARITAL STATUS {3 rarriad 60
] Siazle
01R 4-72

CAMBUSES AT ROCKVILLE AND TAKOMA FARK, MARYLAD
8 : = » ’ ' Farrady Mrcecmans Jirise Sotlega
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APPENDIX C

GRADUATE FOLLOW-UP QUESTIONNAILRE
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| ) ‘ |
Nome snkszam%xgggw |
Address UNIVERSITY \
‘ I Yes, Full-Time
i - shate zipcode {[*Yes.l'm-rm‘ ' Qk
Hﬁﬁst&ﬁenm\dmmbod?__ N

major? _
Z. ARE YOU PRESENTLY WORKING?

Hmhymmvmhumymmmmwmmwﬂ [;'Yes Q!h
.morsnsﬁmmm e o

2 AREYOUINTHEMILTARY: l;ly,. | @m

4 ARE YO SEEKING EMPLOYMENT? I:m | [;lm
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CATONSVILLE COMMUNITY COLLEGE

Please correct mailing address below:

GRADUATES OF Narme:

CAREER PROGRAMS i

At you are czmed:l,v emploved, plvasé g?: dirértly to Section B. If y'ou are not currently employed, please ariswer
Section A. ‘

SECTION A: o GRADUATES NOT CURRENTLY EMPLOYED

Check ('} the response you choose. | _
1. After graduating from CCC, have you been employed?

I. Yes, part-time
2. Yes, full-time
3. Not at afl

. .

———

2. The primary reason 'jrou are not currently employed is ...

_1. Family responsibilities
2. Military status
3. Student status
4. Few job openings
3. Most jobs require additional education
6. Other, please specify: '

——————
——

3. Are you currently ..,

1. Attending college part-time

2. Attending college full-time

3. Not attending college, but plan to L

4. Not attending college and have no immediate plans to

4. If yg'u are attending coﬁege. how does your current major program area relate to your CCC program

1. They are the same
" e 2. They are closely related
a are somewhat related
4. They are not related at all

|

Stop here and return the questionnaire!

If you have been employed éﬂer youi CCC graduation, please complete and return insert
sheet, Page 5. .

Thank you!

o : - B SR )




-62-

SECTION B: GRADUATES CURRENTLY EMPLOYED

For Questions | - 2, please check (V] the response you choose.

7 1. Are you currentiy employed ...

. full-time
2. part-time

2. Did you hold your present job while attending CCC?
' (ﬁaﬂ&k ‘Y;)s' even If you worked part-time at that job while attending CCC and are now working

. yes

1
2. no
L 3. 1s your current job loca*ed in ...

Baltimore County , |

Baltimore City .

Washington, Prince George or Montgomery County Arca
other Maryland focation : -
out-of-state

1

» L) Pw .”

&
-
- A

most acéuraté rélationship bet(vcen your career program at CCC and job is ...

- program helplul and directly related to job

- program helpful and slightly related to job

- program not heipful and slightly related to job
- program not helpful and directly related to job
. Pprogram not at ali related to job

Q‘

]

[

- 5. Your apnual salary before deductionsis... = . :
: (If you are working part-time, please calculate your salary ona Jull-time basis.)

. below $5,000

2. $5,000to $7,000

3. $7,00010$9,000
4. $9,001 to $11,000
5. above $11,000

6. Prior to graduating from CCC, did you have work experiences related to your current position?

]

)

I. No, none that was related
2. Yes, work experience that was somewhat related
3.. Yes, up to one year of directly related work experience
4. Yes, one to five years of directly related work experience
5. Yes, more than five years of directly related work experience
7. Since graduating from CCC, have of are you ...
_ A._enrolled in college courses

1. yes, part-time
2. yes, full-time
3. no, I chose not to
. 0o, butl plan to

B. ‘enrolled in training courses offered by your employcr, company or organization

|

i

yes.

. no, they are not avaifable
. no,ichose notto

. no, but | plan to




For Questions 8 - 10, please write the number representing vour response on the line provided.

; . 8., Please rate your satisfaction with your prﬁcnt job using the following scale ...

|

&

I}

- 9, Cdmpared to

Bt -

N

. importance of yourjob -
. opportunity to do the things you were t

highly dissatisfied
dissatisficd
satisfied

highly satisfied

tai~

k4
4
salary
opportunity for advancement
opportunity for salary increase
fringe benefits
your job L
opportunities for friendships with co-workers
communication with superiors

rained to do

rsons in your field who have not yer earned an A.A. degree or coinpleted a similar

program, but have about the same amount of experience, please rate the degree to which you feet
you ...

10. Please write in the corresponding number

, about

‘l

N

-

il & bl

o

W o e

R

Nursing Graduates: please campare yourself to 3-year hospital nursing school graduates
who have about the same amount of experience.

l. never

2. sometimes

3. usually

4. alway:

had a better chance of being employed
have more opportunity for job promotion
perform job tasks requiring a higher level of skills
- earn a higher salary : '
are more satisfied with your job

Is an A.A. degree required for the job you hold? (Please check)
I. Yes

2. No, but it's preferred ‘
3. No, and no preference is given

ttt—

of the response below which best describes how you feel
the career-vocational courses you took at CCC, , : - .

t}. not le
. not adequate

2. adequate

3. more than adequate

The variety of courses was ... . _ ,
- The introduction to the various areas of knowledge required in my career was ... .
The depth of the various areas of knowledge required in my career was ... . -
The presentation of job activities and career opportunities in my field included in courses was ... .
The emphasis on practical application of course material was ... .
The currency of test and laboratory equipment was ... . :
The quantity of test and laboratory equipment was ... .
The opportunity to learn job skills required by my career was ... .

The theoretical understanding of the skills required in my career was ... .

___ 10, The preparation for my future given me by courses was ... .

|

11. The number of elective courses was ... . .
12. The opportunity to take courses outside of my major

{ z m reaxlllrphasis on analysis of course material as opposed to memorization was ... .

Carcer area was ... .

» my satisfaction with courses in my caseer ares was ... .

- <3



1}, The following statements describe expédenoe ou m; have had at Catonsville Community
College. Using the following scale, please indicate your degree of agreement with the statement.

highly disagree
disagree
agree

highly agree

N

- WHILE AT CCC:

] 1. I became more aware of why others believe and act as they do.

: 2. }learned to weigh the pros.and cons of various courses of action before 1 made a decision.,
3. 1 began to feel more personally responsible for my actions than I had in the past
4. 1iearned to set goals that were suited to my abilities, - .
. I made more attempts to develop relationships with students than { had in the past.
/6. 1 more folerant of differing viewpoints on issues of interest to me,
‘- 7. 1 was more concerned with my own, rather than others’ evaluations of my accomplishiments.
8. I began to better understand myseif,
I became more abie to get along with persons different than myself.

Your job title

Employer organization

. Subdivision of organization. if appropriate
Street | o | -
City. State, Zip Code

" Please write the name and job title of your immediate supervisor.
| | _ o _ Supervisor's Name

Supervisor's Job Title




“Ohe

| Ar&t:lgre additional skills ot areas of knowledge that you feef should be added to your career program
at ? ‘

Are there Spﬂ:lﬁ\. skills or areas of knowlédge that you feel should be eliminated from your CCC career
program? T .

Are there any courses which you feet could be altered o eliminated in your career pmsmm"

-

Do you now feel that any specific courses were vital to preparing you for your jobs?

Do y}:gb l;ave any additional comments or suggestions regarding your career pmm and how it relates to
your job? . . ) : .

Stop here and return this questionnaire

If you are currently employed, please write your name on the Employer Questionnaire and ask you immediate
supervisor to complete it.

Thank you for your assistance!
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 MONTGOMERY o gy,
| COLLEGE | A two yoor public community cobege

ROCKVILLE, MARYLAND 20850  (301) 782-7400

Dear Greduste:
Ye need your help!

Every yur we are osked dy members of the College
comsunity to discover vhat our gredustes arxe doing.
Each fall we, therefore, survey students vho received
¢ degree or certificate during the preceding scademic
yerr. ‘ould you plesse complete those parts of the
enclosed cuestionnaire vhich pertain to you snd return
it in the self-sddressed stamped envelope.

Your essistsnce in this project will de appre~

cisted by all those concermed with improving the
educational progrem of Nontsmry College. -

sxncerely L/
ﬁ Gell f
Deen of Institutionel uuarch
~end Analysis
RIG:am}l

Enclosures

L ’ ‘ ' CAMPUSES AT ROCKVILLE AND TAKOMA P&RK MARYLAND
o : Formerly Monigomery Junior Cotlege T '
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- MONTGOMERY COLLEGE o
" OFFICE OF INSTITUTIONAL RESEARCH ORADUATE FOLLOW-UP QUESTIONNAIRE
- i;)
(eocmc nane) v
- - - . address
32-38 : : soctal security no.

FLAGE CHECK HE AFFAPRIAIE BUX ON COMPLETE AS APPROPRIATE
ARE YOU MOW....7 (Check one only) -

T 0. 0. A i | s Os Cle
: in school In military Employed full- en?!ond and/or Housawi fe Other
service time Took ng for a fob
P oase somplete Pledse gorplete Pleane complete Please aomplate le axplrte  Plaawe cosplets
pArte A md K farre 8 and & Parts Cad £ Papts Dand & Part £ Part E
| PART A
o : ~ IF YOU ARE msum
45 ARE YOU _CURRENTLY E“ROLLED FULL-TI!E 1 OR PART-TL) 2 AT see : D )
i 6 '
al FThe unfversity A mrytmd A Hemand A University or A Untversity or A Trade or
of State Private College College in Colliege not in Technical
Maryland College or University Rashingm. D.C. Maryland or 0.C. Schoo!
42-43 § WHAT 1S YOUR CURRENT MAJOR? NAME OF TRANSFER COLLEGE
K455 OrR W!VERSITY

4t DID YOU LOSE MY CREDITS N TWKSFERRNG FRON M.C. TO \'GUR PRESENT SM? 1 i'es 2 ‘

- 1f. yes, hou many and in what courses?

ar | wow vt o1o NONTGOMERY cou.sm: PREPARE m FOR YOUR msm ACADEMIC s'nmes? :
't
Not at all A ttte _ He! Verywen Exce mty

Please go to Part B.
.~ PARTB
IF YOU ARE IN THE MILITARY PLEASE mn THIS QUESTION
DO YOu INTEND TO ....?
«8 0: ' Q 2 - O» 4
Make a career of Return to schoo! Return to, or find r, plecss apectfy
the military service after service 8 job after service

Please go to Part K.




RS T R

a9

$0=51
52

3

e

53

'} 4OM NANY HOURS PER WEEK ARE YOU EMPLOYED?

=0 -

PART C

[

f 1F YUU ARE EMPLOVED PLEASE ANGHER THESE QUESTIONS

Employer:
Address:

MAY WE HAVE- YOUR PERMISSION TO SEND YUUR SUPERVISOR A QUESTIONNAIRE REGARDING MONTGOMERY PROGRAMS?
If yes, please give his/her name: '

Job title of your position:

mé:t‘ anticipated postition:

USING THE CODE SELOW WMAT IS YOUR CURRENT WEEKLY INCOME M}THOUT OVERTIME, BEFORE DEDUCTIONS,
6-$100 $101-8115 $11€-$130 $131-8i45 $146-$160 $161 & over

B 0: 0> DO 0s s

HOM LONG HAVE YOU BEEN EMPLOYED IN vOUR PRESENT POSITION?

Less than | yr, 1=2 yrs. 3.5 yrs. 6-10 yrs. 11 yrs. or more
01 0: O3 0+ 0s
ARE YOU PRESENTLY EMPLOYED IN: - -
Montgomery County ~ Other County in Md.  Baltimore City Washington, D.C.
o PR s . D s
'wrgmgxgaﬁs’:?:i;gmu' " Other Out-of-State Location
- O - S =
WH HELPED YOU TO LOCATE YOUR FIRST JOB AFTER GRADUATING FROM MONTGOMERY COLLEGE?
Faculty Mester - M.C. Placement Office Employment Agency
Or DOz . 13
Farrily or Friend Other Method . ﬁ&?‘ﬁ:ﬁ%
O« 0Os "Ge

WHAT IS THE RELATIONSHIP BETWEEN YOUR PROGRAM AT MONTGOMNERY AND YQUR JOB?

Directly related Somewhat related Vaguely related Not at ail related
D 02 s O«




56

7

58

59

61

<70

3
[F YOUR RESPONSE IS "NOT AT ALL RELATED" THEN CHECK THE APPROPRIATE REASON BELOW:
Could not find job in field Better pay than in field of stydy
01 0
Better opportunity for o - Wanted to explore other work
advancement than in field of study possibilities
| Qs . O«
Did not want to work in fleld ' Other:
once | graduated o ‘
Os s
PLEASE RATE YOUR OVERALL SATISFACTION WITH YOUR CURRENT J0B.
| Highly dissatisfied Dissatisfied Satisfied ﬂfmly satisfied
' 0: el I - 0«
 PLEASE RATE YOUR SATISFACTION WITH THE PEPARATID& MINTGOMERY PROVIDED YOU FOR Ym J08B.
Highly dissatisfied Dissatisfied Satfsfied " Highly satisfied
0 0z a3 R = P
Flewe go to Fare &,
PART D

KFYWWWLMDNLNRSFORAM R THIS

If you are unemployed and seeking a job what is the major reason you feel you have been unable te
locate employment? - : :

31 salary too low-in the field for which 1 am trasned
[J 2 There are very few openings in the field for which I am trained
[J 2 I need more education to qualify for the job [ want
[J4 1 have changed my ‘career objective since graduation
35 I really am not Tooking for a job right now

. 4,
- Iease go te Vart b,
PARY E .
Ri—— - oo
GENERAL

WHAT PART OF MONTGOMERY'S PROGRAM NAS MOST IMPORTANT IN YOUR CHOICE TO ATTEND?
O: : 0z 0O: 4

Os Oe
Special courses Financial Afd  Job Placement  General Reputation  Open Admisston  Other, ploase
. Service Policy

OID YOU REGRET .YOUR CHOICE OF COURSES AT MONTGOMERY COLLEGE?

01 Yes | fo
If so, what do you wish you had taken?




-7l

4
v ‘ LD rou BENEFIT FROM THE wsmuamw _
D i Q. 0 - R By
) - very little Somewtiat very much
ni Did mu BE“EFH’ FRQ’-& THE COUNSELNG?
' 1 0: B 0O«
? very little Somewhat N -Very such
e WERE THE CO!JRSES T00 DIFFICULT? |
do Al tt.!e : Somewhat . Nery nuch : SRR

WHAT WOULD YOU MOST LIKE TO SEE (HANGED AT MONTGOMERY COLLEGE?

WHAT WOULD YOU LEAST LIKE TO SEE CHANGEDR AT MONTGOMERY COL£5G5?

6S NHAT WAS THE MOST IH?éRTMT +.ASON YOU CHOSE TO ATTEND MONTGOMERY COLLEGE” (Check only one)
1 Low cost S : [J & Good reputatior at Hommry
32 college conveniently located o - [0 7 Advice of others ~
{33 Program ! wanted was offered . [ 8 Wanted to tive at hore uMIe
{3 « Denfed admission to ancther school of my choice - attending college
{05 Had academic problems st another schoo! {3 9 other (write in) _

b.b NOW WELL D1D MONTGOMERY COLLEGE PREPARE YOU FOR YOUR 'FUTU&E?"

B = B 0 0O O s
Not at all A 1ittle Nell very well Exceliently

67 | 1F YOU HAD IT ALL TO DO OVER AGAIN WOULD YOU ATTEND MONTGOMERY?

Yes [} 1 N [J2
COMMENTS

-

. . . . . . .

PLEASE RETURN COMPLETED QUESTIONNALRE IN ENCLOSED, STAMPED, SELF-ADORESSED ENVELOPE T):

68-69 o " OFFICE OF INSTITUTIONAL RESEARCH
o - MUNTGUMERY COMMUNITY COLLEGE
| | - 51 MANVAKEE STREED

- ROCKVILLE, NARYLAND 20850
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- COLL!: T .em; A two year p::bhc cominunity conege

ROCKVILLE, MARYLAND 20850 . (301) 762-7400

o

DRAFT COPY

- - ogFICE ‘a:: TISTITUTIONAL RESTCANCH For Discussion Purposes Only

. POST SRADUAYE SURVEYOFFICE OF HSTITUTIONAL RESEARCH

 Please Plnce a cbcck mark in the appropriate box and £111 in details as appropriate.
- Your responses will assist in the evaluation of the Collepe! s educational program.

Nape ss4 1 | J 2-10
. Last Pirst
(Please pr'mt and 1ndieare if your name has chajped since you attended 1)
E Pervanent Addrens ' | - | - . 1140
" Curriculun Ju which you graduated from ifC §1-42

Post Graduation’ Activity -
Trapsferred to a College or University:

Dl Full- "‘ima ' _ 43
UZ Part-Time '
Name of Institution ' : &44~45
Location - : '
lajor field of study
Fork » _ _ o RN -
[Jr rettertme. o Y
l__]z Par.~Tize | o S
Occupation . - . h9-50
Employer : -
. County and State b3 §
that s your weekly salary before taxes? § . 52-~54
fjuiutary SS.
Branch _ , . 56
‘[_'_]o:her | 57
.- Fxplain _ . ' 58-59
Marital Status | | 3 iiarried  [_] 2 Single 60
1f you are vorking is your job related to what you studied at MC? 61
Yes iJ uo
 Xf you are not working are you secking erploywent? 62
| | Yes 0 wo
If you are seeking employwent have you_contacted your College Placement
Office? ) Yes Ho ' 63

Thank you for your coeperation.

OIR 5-72

CAMFUSES AT ROCKVILLE AND TAK: 1A PARK, MARYLAND
Formorly Mostaomery iursce Colloge-
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OFFICE OF INSTITUTIONAL RESEARCH

AAGERSTO!N. JUNIOR COLLEGE
-Hagerstown, ifaryland

Name | | ' |
Year of Graduation
~ Qurriculun

BT Copy | HVHIMBLE |

1948-73 GRADUATE FOLLOY-UP STUDY
June, 1973

Permanent address (if different from ‘th.at on 'eMIopé)

I. PRESENT STATUS

1. UWhat is your present status? (pease check one only)
1. 1 am employed full-time and am mot curremntly enrolled in a .
college or university. ,
2. 1 am employed full-time and am enrolled part-time in a college
or university., N _ {
3. 1 am employed full-time and am enrolled full-time in a college
or university. . L » |
4. I am employed part-time and am enrolled full-time in & college.
- or university. - - S B
S. I am not employed and am enrolled full-time in a college or
university. - .
6. 1 am not employed ari am enrolled part-time in a college or
I 82 in the Armed Forces and not enrolled in & college or
university. S ' S -
¢ am in the Armed Forces and am enrolled part-time in a college
or university.
I an in the Armed Forces and am enrolled full-time in a college
or university.
10. I am unemployed but am seeking employment. :
11. None of the above. (Including housewives, retirees,.those in
training programs, etc.) |

L

N

0
.

|

2. lhat are your present education goals? :
1. 1 am currently anrolled full-time in a college or university.
2. I am currently snrolled part-time in a college or university.
I plan within the next year to retumn to college. -
I plan to return to college someday. :
I am currently enrolled in a specific training program.
I have no plaprs at the present to continue my education.
My educational plans are unknown at this point.

-

1]

’\IIOLR 4

L] -

3. Pleasse check the highest degree held:

1. A.A, - S. M.D. or D.D.S.

2. Bachelor's 6. Ph.D. or Ed.D.

3. llaster's 7. Other (please specify)
4

* LLGE.




AN e &u
11, EPLOVIENT | %&?
O - (Pteasé complete this section on only if you are employed t‘uu-tine otherwise -
skip to section III). ‘

.4'._ Cccupation or job title

- Employer
Address
S. 'ihat is ymn- current snnual salary range (without wmim)?
1. p to $5,000 ' -§. $12,500 to $14,999
2. £5,000 to $7,499 6. $15,000 to $19,999

3. 37,‘500 to $9,999 —_ 7. $20,000 to $24,999
4. §10,000 to $12,499 _8. $25,00 or over

6. flhere is your job located? o .

1. Hagerstown 4., HMaryland

2. ‘Mthin Washington County S. W.Va., Va., D.C., or Pa..
3. ‘"lestern laryland (within 100 miles of

Hiagerstown)
6. Outside these oreas

7. Please check one only:
1. Ity job is in the occupation for which I was pwcpared at HJC.
2. ify job is related to the education I received at HIC.

My job is not related to the education I received at WIC.

—_—

III. ED(EATIOS .

(Pxease conpletc this section only if you are em'onod t’nu-tine u a eoum
- or univiersity; otherwise skip to section IV) o : 5

- 8. In which college or university are you emmt_ly‘mllm

9. thich of the following best descrides your status? (please check one only)
___1. Junior 4. Professional school

— 2. Senior S. Other (please specify)
3. Graduate school

10. What is your major field of study? (please check one only)
’ 1. Agriculture § Conservation __ 9. Hhmanities

2. Architecture (Art, Music, Drama)
. Biological and llealth Science 1J. Journalism
. Business 11. nguagu _
. Education 12.
6. Engineering | 13. Math or Physical Sciences
7. English-Speech-Literature 14. Social Sciences
8. Home Economics 15. Other (please specify)

11. How related is your present major to your curriculum at FICT
1. They are identical.

2. They are closely related.

. They are somewhat related.

. They are not related.

EKC

Aruitoxt provided by Eic: .7
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12. What is your approximate cumulative grade point average at the College
- you are now attending? (Please indicate if it is not based on' a

4.0 scale).
.5-40 . 2.0 - 2.49
3.0 - 30‘9 helw 2!&0
205 - 2-99

~ EVALUATION OF HJC | |
13. Please rate the following aspects of HIC s you kuew them while attending
HIC. Place the appropriate number on the blank preceding each aspect. .

‘1. Excellent or superior 4. Fair, below average, or of little value
2. Good or above average 5. Poor
S. Average = = = = _ L ‘
8 ' basis for rating the .
Teaching Faculty Inter-collegiate Athletics
__Student-Teacher Rciations Intramurals SR
Learning Atmosphere Job Placement
Fellow Students Financial Afd N ]
Adainistration Cafeteris - Food Service
Course Selection Bookstore
. Curriculum Selection Facilities
Counseling . —_— Lidbrary .
Freshmen Orientation - —_ lLearning Resource Centers

stration and Records
Stnt_hnt Acuvitics_

~ Other Coxments?

M lhvo your educational goals bean changed because of your experience
at HWIC? If so, how? | '

15. If you had it to do over again. would you enroll at RIC?

Yos - No Doubt ful
Why?
- 16. Would you recosmend HICY? Yes No Doubtful

17. What comments or suggestions for improvement would you make?

©

_ ERIC



MONTGOMERYH'I;MM”MMW g

- ROCKVILLE, MARYLAND 20850 ® (801) 762-7400

OFFICE OF INSTITUTIONAL RESEARCH

T 1972 GRADUATE SURVEY

PLEASE PLACE A CHECK MARK IN THE APPRDPRIATE BLANK Mﬂ FILL IN DETAILS

~ AS APPROPRIATE.
NAME ' §S¢ - 2-10
- {PTease print) | |

PERMANENT ADDRESS o ' 11-40
Currfculun Studted at MG__ = —— N2

D Transfer to a College or Untversity E 43

Name of Institution e — 8445

- Locatfon - |

Major field of study 46-47

[ vork “

Occupation___ . ‘ — 49-50

Emplayer ,

County and State | | 81

Expected Weekly Salary before taxes 52-54

[Jriritary 55

Branch — ‘ 86

[Jother 57

Explain §8-59

MARITAL STATUS {1 Married 60

Cl single

| IR 4-72 CAMPJSES AT ROCKVILLE AND TAKOMA PARK. MARYLAND
| EMC : Formady Montgemery Junior Coliege
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FOLLOW-UP QULSI1O0ITAIRE OF MERICLL ASSISTANT STUDERTS

Ky &8
‘ A late
QQ %@ t.'..,‘V

' last . Maiden Initia

£
- Address . | e '
A Street and Ho. City i&ate . Zip
' Telephone Q

' Date you received yowr Medical Assisting Certificate

© oxr A. A, degree

o

If yw did not receive o Certificate, what part of the training is missing?

p)

" Rave you acteﬁtpted any ;;arts of the AAMA Cettifying Examination?

If Yes, mark those parts ATTEu.PTED with the letter "A” and those parts pasced with
the letter "p*

1. Medical Terminology, Anatomy, and Physiology.

2. Personal Adjustuent and Human Relatiéns; Oral Communications; Medical
Ethics and Etiquette,

3. Medical Lal and Economics.

4. Office Skills; Schctarial and Administrative Procedpres; Written Communications
5. Accon'n:ing, Credits and Cellections; Records, Medical and :Scnéaedicnl.
6. Examination Roan Techniques; St.e:‘ilizat;ion Prccedurés; Cafe of Equipment.

7. Laboratory Orientation (Urinalvsis; Hematology; Bacteriology; Immunology
and Injections; X-Ray, Eloctrocardiogrephy; Physiotherapy),.



’ flgddrcss

m%%

'~.Atténding college __'Homemaker Cannot {ind cuployment _ Other

 ij‘not_current1y employed, please check one of the followins reasons:

" If cmployed, is your employment--Part time? Full time?

Présehf Position ' L ' How long employed?

" Present Employer

Type pf Business

Street and No, City State 'zip

© Telephone

be

L If you are employed in 8 medtcal office, clinic, etc.ﬁ please angwer taa following

. .questions:

Total number of persoms currently employed in your offiéé; clinic, ete.
Number of each type of employee in your office, clinfec, etc.

. § | | _
Medical Assistant ° __ Registered Nurse . Other

_ Medical Secretary Licensed Practical Nurse Other

. Physician's Assistant Other

What are your weekl§ carnings BEFORE TAXES AND OTHER DECUCTIONS?

§ 0-4% 89 $§110 - $119 $140 - $149
90 - 99 120 - 129 150 - 159
200 -~ 109 . 130 - 139 160 and over

—————— . L)




CEESTCOPYMNUBE i

. Have you had & cercer advancement in the oot yeor? . Yes Ko

If YES, pleace chetk the kind of advaucerent:

le . Incrense in salary. How much? - per week, per menth, or
: ‘ | —____per ycr

2 Inercase in ﬁ?in(:c benzfits? Yhat kind?

3. _ _Incfvase in responsibilities? Deseribe

4. Promotion, Duscribe

g. " 'Mew Job Title,. Deseribe .
6. Other, Doscribe

Is this your initial Sob after graduation from Mcntccméry College? __ Yos No

If NO, vhy did you change jobs?

Did your training at Hontnémer;;r Collepe equip you to be procictive at an entrjr-
level job as a medical assistant? Yes __ No

If X0, why not? . o .

Did your trainin~ at Hont-gomerjr Coile;;e équip you to advauce to 2 po:;itién of in-
ereasing re.pongsitity after a reasonable amount of experience? —Jes _ lo

If NO, why not?

I you desired to further your study, has Vyour t.rainl:ig provided & coxprehonsive
foundation for such study? . . Jes _ No

If K0, vhy not?

Do you have any suggestions for improving the Medical Assisting Program?  Yeos No

1f YFS, please dotail.

It would be helpful if Montgomery College could interview your employer. We will
uot do so unless you give permission. Do we have your permmission to do sa?

Yes No

It yeu need additional space, please use a plain shect of paper and attach.
If we can be of further hclp to you at any iimo, please call on us.

Thank vou fnr'aﬁm:eri'\g this questicnroivre, Tt ie our aiw oovwe siu ond 4

o <
| coxmunity by rroviding the best traimunr and follcoweun possib -
B . LR A ¢ allid s, - ss1ible in e
of reGical sscisting, ‘ | o » the liold
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 MARYLAND PUBLIC COMMUNITY COLLEGES
FORMER STUDENT FOLLOW-UP STUDY QUESTIONNAIRE o1
WINTER, 1976

” M&Meﬁtd‘s Public Commuumty Coeges
Matyland State Bowrd for Comnnunty Colivges _ NS 2 4 8 7 8

- Dear Fotmer Studernt

Onginally the purpose of Commumity Colieges it Maryiand, as i other states, was 10 provide the first two years of @
baccalaureate program Over ths yedrs, uwever, they have become maore camprehensive in the scope of thewr curricular
oleunags Thewtare o onder it e may assess how well these programs &re serving the Maryland public, we ask you -
to complete this questionnar .. - S ‘

For your convernence @ preaddressed and stamped return ehwvelope is enclosed.

ﬁ | Sénccrelyg&s, 2 . | ‘ ,

Alfred C. O'Connell
. ‘ Executive Director
Maryland State Board for Community Colleges

ceame - e e PR . . Tew @ maweaa “ emedenma 4t

PARE L GENERAL INFORMATION

Thank you for yout assistance and coopetation.

Section b oEor o g use otily

O Conder (FICE &)

TTTT T _
o § Extewg Carrculisn. (Nt tHEGIC #)
TR HI0 » o : ‘
— e — Crextit hours eatned
T3 . )
— ¥ Graduate 1 Yes 2 No
13 ' ‘ i o
| thghest deggres recerved 1 AA. 2 Centitcate 3 Diploma 4 Other award {upecify) . §. None
o e - Ouerall racde pont svetange
#1718 o
- Cunently enrofled . 3 Yes 2. No
11
7
37
7w
tblattkt b Sectinn 2 For student tesponse ,
»
% A Please citcie the appropriate sex desighation for yourself 1. Mate 2. Female
T B Indicate to which ane of the fotlow. inseg ge<rps yots consster yoursel! belonging
P Whate 2 Blek 3 Oneetgt 4 Sparnsh Sutnamed Amencan 5 Amencan lodian
& Other (specify)
—— C o Please staie yous yeut of tth
& 43
{3 Please st the tolloveneg mfoarmdation ahout vaur high scheet
—_— e (Wt OF Gradtution ) F e byt of GED)
34 3
3 37 5‘8- kT Hugh o hoat e ame) i onnty) t5tte other than Matyhaod)
& a1 NOTE Far non Maryland hagh o bt radingtos tist ondy the state of i adduation
I Y]

Ceomrturristeed aaes neort frepcfer
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. PART i

ED 'CAT!QNM. GOALS UPON ENTAY 1O THIS COM
MUNITY _COLLEGE Al Tormer students please respond 1o

3003, ﬂems :

13 Plene cwde your one pn __n_tgg regson tor furst em-ndmg

PART 1

CURNENTLY EMPLOYED FORMER STUDENTS
former mudenss who o1 t1aws & d and or who w

ETEH

®BEE
R

8

MWWW

1. Toobtainan A, A degmebefoceuansfmmg

2. Toobtawn an A. A. degree; nofu«thwmedme
educationd pians

3 fommawuﬂwtenrdpzmwmvemm
gradoshills

4. Tomwumhawmmmmwm
akille

1} ToMommmeMmmhm:rm
6. To take some fiberal arts courses which interested me
7. To take one or several courses of special interest

" F. Was your primary mterest, .ndicated above, achigved

mmmmmm?

1.¥ss 2. No mmfespomﬂo,qummﬁom-

wise proceed to 1.}

ﬁﬁjmmmmmtﬁ
community college? {if mare than one
Rason Spphes circle met__w_gnrmreemst mportant

reasons.}

1. Transferred 8. &wedm&tmsemce

2. Employment 1. Lack of tinancial support
3. Personal . B. Mowed to another ares

- & Marriage . 8. Change in educational goat
5. uchdmeu ' '

which you participated after laaving this coflege.
1. Adult educational programs

- 2.0nﬂmtbulnh9

& T.V. mm&e&mmt )

5. Attendexd concers, batets, theatres, lecturen
8. Other (please specify)
7. None of the ahove

. Ploase circle ail of the following community atuvitios in

which you have participated after leaving this community
cofloge.

1. JC's, sclence clubs, community groups, potitical

4. Red Cross, Hospital volunteer
8. Recrestion, scouting group, atMetic group volunteer
6 Other (please speciy)

7. None of the above

. Did you atend this community college prmarity on a
- parnt-eme or tull time basis (Part time - less than 12 crednt

hours pee term; full time
term.)
1. Part ume 2. Fuli-tme

- 12 or more credtt hours per

H. Mmgﬁmmmmﬂummmsh

~}
~f )

o] w
o] b
3l o

@]

Comimedonnext_nm

K. indicate the geographic focation in which you are
presently gnpluyed

Themmcmwmasmsmmweohe
Omm coun!yin Marviand

W DD W

L.  Whatis youwr current employment status?
L Pantme 2. Full time

M. Msve you changed jobs betwoen the time you igft this
community coliege and February 15, 18747

1.Yes 2 No
N Ho\?vbnghavcmmwmlomtnmm
job

1. Lessthan { year
" & V2vears .
3 3Byears

4. 610 vyears
8§ -11years or more

kaemmmmnnsuﬂy
8. T (biank)

1
Ticard #1)
76 77 78 73 80 (Form # trom front page!

Segin card #2

C. mmmmmmgemmm year.
salary upon lsaving this community college and you
Dresent employment year'y salary.

Initiaf Salary. §
Present Salary: §

P How did you locate your fwst job after lgavmng
community college?

Faculty at this college

This communty college’s placement office
Employment agency

}-amily or tnend

Other method

Meld same job while attending thus college

Db WN -



S

-]

Il
2
I
A

‘Q Idate the mosl docurdte relationshp  botwevst yons

program at thus commutnty muege and your job.

1. Program duectly relsted 10 inb
2. Progrem somewhai retated to job

3 ﬁwrmwmgﬁmwm:oh

Piguse tate vour satsfaction with your presem job.

“QNV» o | R@N: :
Dissarigfied Sarisfied
: L 2 3 4 5
Salary O o o g O
iy mevesses O oo o
Opportuni f
mvncement O 0O O O a
Job enyoyment O 00 on
Fringe benefts £ U D O o0
Job imponance O 0 g g a
superiors o O O o0 g g
Nvoureducatmalpvogmmmwscomumco‘;ece
a98i8t you i ) .
Not

increasing your theoretical

understaniding of skills

required for yout job 0 O O
ineteasing your abiites

to porform skills

requiced by your job 0 ( )
Obtainirig your job 0 a a
Obtaining salary

md/quonmmm 0 ad

. Would you list your employer and job title?
 1.Yes Z.No

Name of Emplovet (valuntary,

Jub Title tvoluntary!

L B (

8l

PARY V.

d Maryland -
4, ﬂm@mmwmmm
B. A private two-year Maryland college
6. Maryland technical or commercial schoot
7. Qut-of -state four-year public college or university
8. Quf-of state four-yesr private college or univarsity
9. Out-of state two-year public coflege -
10. Out-of state two-year private college
11, Ous-of atate technical or commercial school

V. nmmmmmmmmﬁmm
{Ut sbove, circle your present envofiment status. (Pleass
respond to hoth Status and Classification, For exampie: (2)
Full-ume (31 Sunior.)

1. Parttime 1. Freshman 4. Senior :
2. Full-ime ism 8. Graduate student
Junior

w. cmmmmmmmawmmh
{U} above based on & 4-poing scale.

T {1} lessthan 20 4.)3.0-34
2120-24 S.335and over
2126-29

‘x.,'Tomemmwmmmnm

community coliege relsted to your major at the institution
mdicated in (U} shove?

1. Directly rolated
2. Somewhat related
3. Not related

Y. Piease check the degres of satisfaction to which you feel - -
this community callege prepared you for additionsl
academic work?

1. EnMsm
2. Satistactorily
3. Unsatisfactorily

Z.  How many credit hours earned 8t this colloge
were Not acceptad a1 the institution intticated in (L) above?

1. At cred?® hours accepted

2. Lout 1.3 credit hours

3. Lost 4 Gcredit hours

4 Lost 7 12 cradit hours

5. Lost 13 20 credit hours

6. Lost more than 21 credit hours

Continued on nuxt page
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RELEELEREEEEEEEE.

T

PARY v ENVIRONMENT AND SERVICES OF THIS COMMUNITY COLLENS

LAl forimer studtetity shuuld fesponid (o these dems |

AR The falfonig dems doscrdae dspects and servicos of this conunuinty soliuge
e dpproptete Stoace B0 the pght o4 each stuterent woukd 3o PHerdme e K the
dongrens frs Whiets voie o 1o satintint”

Ner Experiet o Highty
With ttem -_Dirssatsstied

' __ 2

Overalt quality of nstruction
Faculty avaitatuhty atter class
Faculty interest i students
FW oTentation program
Avatlability of wlxmaﬂ programs
Assistance tmdmg employment
Counseling for course seieubn
Counsaing for personal problemis}
Overall college facittes

Facilitres in my college program
Student-faciity refationships
Student telatonships

Student mituence i college decisions

Variety of student extra
curncular achvites

Vanaty of student organizations
Overal} cdfeée atmosphere

0000 Cooooooooaooofe
CCOD DOD0OUODOOOODOO00
000D DogoOoooDoOoCaco

B8 Would you recommend to a friend your program of study at this community
coflege?

1.¥Yes 2.No 3 Uncertamn
ceC. Would you recommend thva community college to a friend?
L.Yes 2 No 3. Uncertan
THANK YOU FOR YOUR ATTENTION AND ASSISTANCE

Far keypunch mstruct.ons only
B .. 74 thiank)
2

Tatcard 82)

F577 T8 79 80 (Form # from from (Ter ]

Sameas CC 76 80on Card #' ¢

D000 DooDOoOoOOOoOoDoolpe

Domd.mcm,nmmmmmmmmm*-

[

DOoOO0O0 oDpDoOoOooooDoopDooOorpPE
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EMPLOYER RATING OF PROGRAM
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MONTGOMERY . .
S COLLEGE

- A twD yem public community cotfege
ROCKVILLE, MARYLAND 20850 I (301) 762-7400

Dear Supervisor.
. Hnntgomety chmunicy chlege is conduc:ing an evalu&tion
of ite educational‘prcgrams and would appreciate‘your assistanqe.
As the supervisor of an H.C. graduate, you are in a unique
_‘position to provide valuable input into our study.
Please share your kuuwledge with us by completing the
euclosed questionnaire and returning it in the stamped, self-

addressed envelope.

Sincerely,

Robert L. Gell
Dean of Institutional Research and Analysis

RLG:am]

Enclosures

. X CAMPUSES AT ROCKVILLE AND TAKOMA PARK, MARYLAND
: - Formerly Montgomery Junior Cof
,E MC ¥ g ry T lege




(N
(8)

(9)

(10}
(11—12}

(13)

(14)
(15)

(16)

N
-~ e

HONTGOMERY COMMUNITY COLLEGE GRADUATE
EMPLOYER QUESTIONNAIRE
8

LV
Nane of Montgomery CoTlege Graduate
AR Degree or Certificate
Supervisor _ o o ‘ Title
Firm
Address

1.. Does the position held by thfS-Mc gfaduate iﬁquire an ASsociate degree?

(1) ___ -~ Yes -

(2) Not required but preferred
(3). No

2. Do you employ other two-year coliege graduates?

(1) ' ~ Yes How many?

(2) No

!

3. Do you give preference to a prospective employee with an Associate degree
over a person with two years of college and no degree?

(1) Yes

(2) No

4. If an employee in your organization earned an Associate degree would he/she:
(Thresn nrroreligse poery wac) R 3 4 5

A. Have increased chances of "
being promoted Never Unlikely Sometimes Usually Always

2
B. Be expected to assume “ 3 4 >
greater responsibilities Never Unlikely Sometimes Usually Always

C. Be expected to perform 1 : ;
Jjob tasks requiring a : L] ) * >
high level of skills ever Unlikely Sometimes Usually Always



Based on your own ex
indicate how ad

-0

listed below, (Check arproprizte respomse)

ffkl?)
5 §i8ir
t;s{;
f-(zo)
@2
f{ (2z>
@y

- {24)

(25)

@

Depth in the various areas of knowledge
required by the job is . . . . .. . .

Scope of the various areas of kt;ouledge

~ required by the job is . . . . .. ..

G.

H.

Would you employ another Montgomery graduste who has a degree in the same area as

Understanding of the theory behind the
tasks performed is . . , . . . .. ..

Performance of job skills from the
beginning of employment was. . . . ..

Familiarity with equipment and machines
used in your operation in the beginning

H&S.‘..‘......}........--w
Abﬂfi‘_t‘y'tb communicate with superior is
Ability to get along with fellow workers

s_' L] L] - rJ - e @ L] « [ - L ] L] ] . e L]

O'mrall work attitude is. . . . . . . .

your current employee?

(1)

&Y

7.

26-27)

(28-29)

Full Tt Provided by ERIC.

ERIC

Yes - without reservation
Yes - with careful screening

No - Why?

equate you feel the College pre

Inadequate Ad
1

——

equate
2

More

perience of supervising a mntgomery College graduate please
pared her/him in each of the areas

than Not

Adequate Observed

3

Qo

Please specify any additional skills that you feel an AA graduate you employ
should have: .

Is there any

College?

weak skill or technical area that should be strengthened by the




[
't
.

8. Please specify any additional areas of knowledge that you feel an AA graduate
- you employ should have?

(30-31)

Is there any weak area of knowledge that shouid be strengthened by the College?

(32-1%)

9. Please feel free to add any additional comments:
(34-35) T

0. If further evaluation of college proérams is needed, would you be willing to share
your expertise and be contacted by our faculty?

(36) (1) Yes (2) No -

Supervisor Completing This Questionnaire:

Name

Title

Company/Organization
Street
City/State/Zip Code

Please returm teo: Dr. Robert L. Gell
Dean of Institutional Research
and Analysis
Montgomery Cormmunity College
51 Mannakee Street
Rockville, Maryland 20850




Eiuplaycrs will be asked to respond i:o the following ¢uest’£onnaire.

PHYSICIAN'S KVALUATION OF MEDICAL ASSISTANT CRADUATE

DRAFT COPY o
\ , _ Date N
For Discussiva Purposes Only Co : Y

'OFFICE OF INSTITUIIONAL RESEARCH

Student's Mana

" Lost ~ Maiden  First Initial

Perjod covered by this evaluation

| Physieiah‘s Name

Telephone -

Type of Practice

Address

Street and Vo, cit.y State . 2ip

!;ozi completed by : Title n

 Total number of persons currvently employed in your cffice, c.l‘inic, etc.

1.' Please indicate the number of each type of employec you employ in your office, clinic
etc,

Registered Nurse Other

aEmnattaad 000 geeamsehnepey

Medical Assistant
Heéical Secretary Licensed Practical Nurse Other

Physician's Assistant Other

*

2. PYlease rate the Zraduate  on her performance of each of the listed ienctions.
Please add to tho ligt {¢ appropriatec., 1If you feel the student ves vell
qualified as 2 result of hor training to perform a given function, please place a
cheek mark in the eelvmn headed VHLL QUAL'FIED; 1£ yvou feel the student
was adequatiely cuulified ¢z a result of hor training to perform a given fuaction,

- Please nlace & chech mark in the colivzn headed ABIWUALDLY VALIFICD: etc., If the
funciion is not required in your practice, please place a check mack in the last
©  column headed NOT APPLICABLE. '




BEST COPY. AvaiLag

Clerical Procedurea:

1

2.

3.

4.

3.

7.
8.

9.

10.

11.

12,

13,

14,
1S,

Handic the telcphaéu
Screcn telephéne calls
Pex foru recebtioa‘dutics
Typa a medical histovy

Toke a medical history
Type‘méaléai repor:s‘and
consent forms

Make hospital reservation:
for patients‘ -

Tuke care -of inccming and
outgoing rail

ﬂaintain medical records for

submission to official agencies

Use a transcription machine

L ]

Use a duplicating machine

Use business machines;
calculator, eote,

r
Compose short, routine letters

‘Take care of filing

fwcord fees, charges and
payments

Well
Qualificd

Adequately
Quatificd

Yoorly
Qualifi

Not

Spaticaidae

LY TN




6.

.
)8,
L.
20,
21,

22,

24,

25,

26,

27,

- 29,

30,

. Clerfeal Procedures: continued

Send out bills

Lecp a set of account books
Prepare incouwe statenents
and balance zhioets

‘wke care of banking
Reconcile bank statements
andle petty cash

Take care of ?ayroli

Coaplete insurance forus

Plan and prepure itincraries

for the doctor

Take care of housclicening
dutics

Purchase, handle, ana store office
supplics

Parchase, nandle, and store
medical supplics
Maintain destorfs mecical library

Typ~ manuscsripts

Othier (please specriy)

<94 % |
Well Adequately Poorly Nat
walificd  Qualificd  Qualified _ Sppl.coble




BEST COPY AVAILABLE

B : Well Adequately  Poorly Not
~ Clinfcal Procedurcn: Quatif<ed Nealificd  Cualified  seplioatt

1. Pfcvaro pationt for phesical
exanitiaticn

2, Drape paticat

o
3. Take vital sisns (TYR and
blood pressure)

4. Use steril techniques

5. Perfcnu firﬂt—aid tochniquos . - B B

6, Sterilize and ﬁaxntai: Lquipﬂan ‘
and supplies -

7. Prepare and adminieter oral
medications

8. Prepare and adiainister
parenteral medications

9. Assemble cqui.ment fox nw«minasAOWﬂ
and diagnostic proccdures

10. Asserble equipiont and assist with
- minor surgical proecdures

.

11, Assist with and/or apply dressings
and bandages

12, Change surgical dressings

,
- 13. Perform irripaticns

4. Use a microscope to identify ricro-

scopic preparations of urine sedimerdt

15. Use a miersscsoss t2 Ldeatily omlceo-
scopic preparations of blood ceils

16, Usc a microscope to fdentify ricwo-
scopic preparatiors of bacte-ial
specinens




"Clinfcal roceducca:  continued

.

" 18,

19.

20,

21,

229.

-23,

24,
25,

Use a colorizoter to read results
of colorinetric procedures:

a. ., plvcese by kit method

b, blood urea nitropen by kit
method

c. (other)

d, (é(hof)‘

repare and admainister intravenous

punctuic for blood syveiien
Yorforn c*uz‘lary pwncturo for
Hit)Oulu'u Ltaeehiniques. -
Celicet urine specinmeus

Perform routine urinalysis pro-
cedure

Perform a simple pregnancy test
oG urine

Perform a simple liddney function

cest

Yrepare specirons for mailing

Perfo. the follouvirg detormi-

nations:

a. Erythrecyte count

b, leubooyto sount

€. tienatoer:s
[ J

de  Bemoglobin

- Do w%
Wall Adequately Toorly Hot
Qualificd  eelificd Gualifijed  Avnlfcnble

7




BEST COPY AVAILABLE

: Vlell Ldcquately Fooxrly  tet
“Clinical Procedures: centinusd Quelitied  fvodlivied  oOuelified  Ano”ieable
e, Piffervential coent dinctetling
morphologicat dogerintion of
| erythrocytos and Jeuhosytoes -
286, Perform staining techaiques
&, Wright's stain for bloug |
siears ' o

b. Gram stair for bacteria

27, (Othor) -

28, (Other)

29, (Otker)

30. (Oi.hof)

3. What rocommendations would you make for the improvenient of the Hodleal Assistant
Practicum?

.
]

4, What recommendations would you make for the improvement of the Medical Assistant
Prograa? '

r

L ]




MARYLAND STATE BOARD CF EDUCATION
HOARD MEMBERS

Jegome Framptém, Jre, Présidenfv
Ricﬁard SChiftef, Vicelprésident
Tawrehice Miller

Mrs. Roger We Moyer

 Mrs. Willium F. Robie

Ross V. Smith |

wWilliam G. Sykes

James A. Sensenbaugh
Secretary~Treasurer of the Board and
Stute Superintendent of Schoels
Quentin L. Earhért
Deputy State Superintendent of Schvols

Patmerss Tee R“i !

Accictant. State Superintoendent
in Vocational=Technical Education

UNIVERSITY OF CALIF,
LOS ANGELES

DEC 06 1974



